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feature in the extensive renovation of 
the bic office building at 383-385 Madi- 
#08 Avenue, New York. For story, see 


Page 2°. 
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You can be a Santa Claus 


Your office probably has 
a listing problem — most 
offices do — parts lists, 
route lists, names and ad- 
dresses and the like. Here’s how you can 
be a Santa Claus and bring efficiency to 
your lists and a happier office life to your 
employees. 

Lists require changes—corrections, de- 
letions and insertions. To save time and 
patience in making these changes, start 
using Add-a-line strips. They’re cleverly 
designed to chain together into a continu- 
ous sheet, and changes and removals are 
easily made. 

For fingertip reference and portability, 
Add-a-line lists can be kept in Victor Book 
Visible. See your stationery dealer today 
for further information. 


THE VICTOR SAFE & EQUIPMENT CO; INC. 


NORTH TONAWAND 


Add-a-line strips are available in three 
lengths and four exposures. Strips chain 
together quickly and easily. Any strip can 
be moved or replaced without disturbing 
the order. 

By means of the pocket adapter, Add-a- 
line can be used in 8” wide visible pockets. 
Two rows of 3” strips or one row of 5” or 
8” strips may be used in any of the four 
exposures. 

For maximum capacity, an 814"x 11" 
holder sheet is suggested. These sheets are 
punched with 7 holes and may be used in 
ring books or indexed with Mak-Ur-Own 
Tabs and filed in folders. 


YOUR VICTOR DEALER CAN 
SOLVE YOUR LISTING PROBLEMS 
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Your office will 
be efficient, 
economical 


the dealer who 
features... 


Steelcase office furniture is engineered to give you the maximum of 


efficient working space in the minimum of floor area. Steelcase features, 
such as standardized, interchangeable parts, permit convenience and 
flexibility to job requirements which cannot be duplicated. And, Steelcase 
office furniture is truly beautiful in exclusive modern colors, new metallic 
finishes and matching upholstery and tops. Your local Steelcase dealer, 
trained in efficient office layout, will gladly help you select the Steelcase 
equipment best suited to your particular needs. 


Voy Look for Steelcase in the classified 
section of your telephone directory. 


STEELCASE 


for new ideas in office planning, write for ‘Tooling Up Your Office’’ Business Equipment 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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FOR THE FINEST IN 
OFFICE FURNITURE 


follow the lead of the hundreds of important corpora- 
tions throughout the country who consistently look to 
Macey-Fowler for the best in equipment for both 
executive and general offices. 

Our large new showrooms have been conveniently 
arranged in gallery settings to aid your selection, and 
are right in the heart of the quality furniture district, 
occupying the adjoining 12th and 14th floors of a 
modern skyscraper just a few steps east of Second 
Avenue. This new location is easily accessible, with 
parking space not a problem. Why not visit Macey- 
Fowler when planning your offices? Write for illus- 
trated catalog. 


Macew lowler 


INCORPORATED 
305 EAST 63rd STREET « rempleton 8-5900 « NEW YORK 21 


Fine Executive Furniture in Both “Wood and Steel 
OFFICE MANAGEMENT AND EQUIPMENT December, 1951 
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~ Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


AS management surveys the tighten- 
ing office labor market, consolation 
can be found in the swilily developing 
application of the newcr machines for 
handling office work. These are the 
machines animated by that wonder- 
worker—the electronic tube. 

This is a good place to quote from 
a magazine advertisement run_ this 
year by Bankers Trust Co., New York. 

“Yes, this electronic tube represents 
the miraculous machines that devow 
mountains of laborious office work at 
lightning speed!”, Bankers Trust said. 

“The load of paper work in ofhces 
has mounted at such staggering rates 
that personnel would be completely 
snowed under without help from all 
kinds of office machines. 

“For companies, — clec- 
tronic machines automatically prepare 
from punch cards the premium-duc 
notices for millions of policyholdeis 
—each requiring individual calcula- 
tions. 


insurance 


“Electronic machines are also pro- 
viding accurate information at low 
cost for small business. For these firms 
a ‘packaged payroll’ service is avail- 
able, in addition to inventory, book- 
keeping, and 


accounting services.” 
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BUSINESS FORMS SYSTEMS THAT DO MORE| ,“°*tuNe ox. xuoarer 


The doctors at St. Catherine’s Hos- 
pital, Omaha, Neb., have proved that 
they are just as interested in good 
medical records as anyone else. They 

2 efe . have done so by making personal con- 

tributions toward the purchase of a 

Sim I ication new Edison Televoice remote-con- 

trolled Clinical Recording System. 

The doctors first made their decision 

when they saw some advertising ma- 

terial on the Edison Tele Voicewriter. 

They then had the system installed on 

a two month rental basis‘at their own 

= expense, later subscribing to buy the 
KANT-SLIP equipment outright. 

continuous forms 1. The Edison Televoice system is 


used by all of the doctors and internes 
for dictation of “reports of surgery,” 
completion of histories, physicals and 


progress reports. 


erwor 


aces Location of Televoice phone sta- 
iio devices: . i 
THE REGISTRATOR tions: 

— (A) In doctors’ dressing room. 


Here a “report of surgery” is dictated 


eat | immediately after the surgery has been 
TON * | performed. 
\e (B) In medical records dept. (first 
TW floor) 


Doctors entering and leaving the 
Hospital pass by the medical records 
dept. and provision has been made 
AUTOMATIC LINE here for their hats, coats and other ) 


FINDER .« 4 . 
, on. t ; : personal effects. Thus the doctors are 
Weighers here originate a Time and Production Ticket Advances form into =| in contact with the medical records 


the minute an order-operation is completed in an Ohio none moter | dept. upon entering the Hospital as 
steel plant. The new 6-part form permits distribution of 


vital data to start immediately. 


Change from the former process of writing records— 
which bottlenecked the flow of information—means a 
$15,000-yearly saving on forms and clerical labor besides. 
The whole procedure is simplified. 


DUAL FEED 


Registers 2 different 
forms for 1 continu- 
ous typing operation 


This illustrates how Standard Register Representatives 
scientifically apply labor-saving business forms to cus- 


tomers’ particular needs. They know how to break down ih ~~, 
the problem into a system’s A, B,C... iS aa 
s 
A. Develop the best procedure p PY: 
B. Simplify the writing process * 
€. Design the most efficient form ™~ ‘ Y 
Paperwork Simplification, our magazine for customers, BURSTER-IMPRINTERS 
tells more about such service. We'll send you recent issues, pe isi 
on request. The Standard Register Company, 4312 Camp- Kant-Slip forms 


bell St., Dayton 1, Ohio. 


Standard RS ’ 


° FORM-FLOW 
aml margincdly puncned ¢ REGISTERS 
he ong Better records . 
no Above: Doctor dictates report on 


Edison Televoice system. Below: 
Secretary transcribes the work. 


well as when leaving it. If for any rea- 
son reports were not dictated pre- 
viously, this makes available a final 
opportunity to dictate them before 
‘ leaving the building. 

UNIT ZIPSET FORMS 2. Edison Televoice improves the 
Carbon interleaved medical records and offers other ad- 
vantages: 
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(A) It provides type-written  rec- 
ords instead of more or less illegible 
longhand written ones. 

(B) It makes possible more com- 
plete reports because it is so easy for 
the doctor to simply talk away his 
story in complete detail, in a very few 
minutes of his valuable time. 

(C) Because the reports can be dic- 
tated immediately after surgery, the 
information is still fresh in the doc- 
tor’s mind and the reports are better, 
more accurate and of greater value. 

3. Previous to installing the Edison 
Televoice system, the medical reports 
were made in several ways, most often 
being written out by longhand. Be- 
cause doctors are such busy people, 


DON’T BLAME SCROOGE! 


The old miser worked in a poor excuse of an office—ill lit, heated only with 
a few faggots in a smoky, old stove. He had a hard, high stool to sit on, 
a sloping desk and one warped record book in which all entries were made 


with a scratchy quill pen. 
PITY THE MAN... 


Had Scrooge lived in our day, he would most certainly have 
had a sweeter disposition with latest ceiling lighting, furnace warmed office 
in winter, air cooled in summer, a swivel chair with comfortable back and 
air rubber cushions and, oh joy!—half a dozen Tarco flexible-chain post 
binders with Tarco efficiency forms for every kind of accurate record keeping. 
While you may not be using the 1843 methods of Scrooge in your offices, it 
could be that you are not quite as up-to-date as Tarco can make you. 


Send for Catalog F-1 and see for yourself just how all-inclusive 
is the Tarco line of 240 fine forms and binders. 


] 
| 
i 


Tarco—Better Business Forms, Binders and Co-crdinated Filing Equipment since 1912 
326 W. Superior St., Chicago 10, Illinois 
New York @ Kansas City ® Indianapolis © Tulsa © Wichita 


Consult your 
Public Account- 
ant about the 
best Forms for 
your Business. 


this rather laborious method was not 
at all desirable. Hence, there was pro- 
crastination and the reports were not 
promptly available. There was also the 
usual problem of reading some of the 
handwriting. 

In previous efforts to have the “post 
surgical reports” dictated immediately 
after surgery, the medical records 
dept. had tried sending one of their 
personnel to surgery where she would 
sit and await the opportunity to pro- 
vide a dictation facility to the doctor 
as soon as he had completed his work. 
At times she would spend an entire 
morning just getting one or two re- 
ports. Televoice has solved the prob- 
lem and saved much time for the 


Washington 
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medical records personnel. 

4. The greatest time-saving is on 
the part of the doctors. Televoice is 
fast and they get their reports dictated 
in a matter of minutes and are there- 
fore able to devote more time to their 
professional duties. Time is also saved 
by the secretary who transcribes the 
work because it is easier and faster 
than any previous manner of handling. 


CAN ELECTRONICS REVOLU- 
TIONIZE ACCOUNTING? 
By JOSEPH B. JEMING 
Systems Consultant 

Mr. Jeming, who is systems con- 

sultant to the Atomic Energy Com- 

mission, the Port of New York 

Authority, Consolidated Edison 

Co., etc., presented his talk, ex- 

cerpts from which are printed here, 

at the 20th Annual Meeting of the 

Controllers Institute held recently 

at the Waldorf-Astoria, New York. 

It is now possible to transmit infor- 
mation from any originating source to 
a central office and simultaneously to 
any other number of desired places. It 
is possible to summarize such informa- 
tion into any number of required 
classifications. It is possible to make 
any desired number of calculations, 
such as additions, subtractions, multi- 
plications and divisions, with this in- 
formation. Finally, it is possible to 
produce the required reports in any 
printed form at as many places as may 
be needed for the operation of the 
business. 

All this handling of information can 
be accomplished more rapidly than 
ever before. It can be done automati- 
cally from the initial recording of 
source data to the final report; and it 
can be done on a continuous basis 
without a sorting operation, so that 
the final report is ready within an 
instant after the last transaction to be 
recorded has been completed. 

It should be obvious that there is a 
basis for the design of an integrated 
plan for the control of operations in 
any business. With a little imagina- 
tion, it can be seen that these modern 
tools offer not only a basis for cen- 
tralized control but also for decen- 
tralized operations. In any large busi- 
ness enterprise the amount of detail 
required at lower levels of manage- 
ment would not be desirable at the 
highest levels. On the other hand, the 
condensed form of information used 
by top management often hides perti- 
nent details needed for corrective 
action. With a completely integrated 
electronic accounting system, both 
jobs can be done simultaneously from 
the same source data. Detailed reports 
needed at lower levels of management 
can be simultaneously condensed into 
top reports without loss of underlying 
detail and without duplication of 
effort. 

At this point it should become in- 
creasingly clear that an integrated 
electronic accounting system must 

(To page 13) 
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WAYS TO RECOGNIZE 
A GOOD EXECUTIVE 


No two top-notch administrators look alike .. . 
dress alike .. . work alike. But when you see a 
man who fits a certain pattern, the chances are 
you're looking at a good executive. Here are 
some ways to spot him: 


4. He keeps several pots boiling at once without 
confusion ... 

5. Has an office that helps him do all these 
things better... 
“Y and E” equipment does two things for an 


executive: 1. Gives him an office that looks 
attractive. 2. An office that makes it easier to be 
efficient. Both are important—one helps him sell 
himself and his ideas; the other helps him get 
things done. 

“Y and E” offices are designed for success. 


l. He likes to use other men’s heads as well as 
his own.. 


2. Gets a kick out of accomplishment... 


3. He knows how to pass the ball to his sub- 
ordinates... 


Also Makers of Quality Filing ws and — 


1045 JAY STREET «+ ROCHESTER 3,N. Y., U.S.A. 
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SPECIFICATIONS | 
Steelnaser afer-at-home units made of best 


grade furniture steel, electrically welded through- 
out for extra strength. Units are constructed with 
extra strong ribbed outside doors, complete with 
lock and keys. Yale plunger locks available for all 
drawers. 4 speed ball bearings— instant positive 
compressors—strong Z-bar rail—<convertible to 
hang folder filing. Available in grey or green. 


Steelnaser Drutt-wiath split card drawer for 
3x5 or 4x6 cards. Capacity 3000 cards. Center 
divider is removable—can be converted for flat 
form filing. 2 full-width letter drawers. Storage 
section has 3 compartments. 


ez GEEK) 3 full-width letter drawers and | 


storage section with 3 compartments. 


| Stchnaste BAP full-width split card drawers 

FoR mi oe beans (LETTE for 3x5 or 4x6 cards. Capacity 6000 cards. Center 

FIC pAlb iN-ONE |} 34” | 30” | 16” | soibs.| | dividers are removable. Can be converted for fiat 

e sey et — — — form filing. 2 full-width letter drawers. Storage 
FICPL | ron act pramens (LEGA 34 30 16 80 Ibs. section has 3 compartments. 

Available in Grey or Green 


| OUTSIDE DIMENSIONS SHIP. WT. 
EIGHT | WIDTH | DEPTH | F.0.8. W. Y 


ALL-IN-ONE (LETTER) ” ” ” 
FIA CORRESPONDENCE SIZE | 24 27 16 70 Ibs. 


FIAPL |, Yale plunger lock | 34” | 27” | 16” | 70 Ibs. 


ITEM HO. DESCRIPTION 


OUTSIDE DIMENSIONS | SHIP. WT. OUTSIDE DIMENSIONS | SHIP. WT. 
prorsmmatenned FIGHT | WIDTH | DEPTH | F.0.8. W. ¥ oe a WEIGHT | WIDTH| DEPTH | F.O.8. M. 


ITEM HO. 
TWO-ALL-IN-ONE ~ ” ~ THREE-ALL-IN-ONE o ” " 
F2A HMI-BOY (etre) | 4° 27 16” | 100 Ibs. F3A TALL BOY (LETTER) | 4° 27 16” | 102 Ibs. 
F2APL Yale plunger lock 40” 27” 16” | 100 Ibs. F3APL Yale plunger lock 40” 27” 16” 102 Ibs. 
FOR ALL DRAWERS (LETTE “ FOR ALL DRAWERS (LETTER 
TWO-ALL-IN-ONE ” ” ” Available in Grey or Green 
F2C MI-BOY (esa) | 4° 30 16” | 106 ibs. ecmaalaia v 
Yal lock ” - 
F2CPL | ron act omamtes (ceca 40” | 30” | 16” | 106 tbs. 


Available in Grey or Green 
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The perfect office, designed for every business need. 7 way 
service—-card for check—correspond safety 
boxes—secret vault—supply storage—completely closes 
eovtside additional mechanism. Finished in Futura Grey or 
Steelmaster Green. Indicate finish wanted. 


The Supre-Perfect office Do-All-In-One with secret vauit— 
combination lock protection——6 way complete business serv- 
ice—ALL-IN-ONE. Finished in Futura Grey or Steelmaster 
Green. Indicate finish wanted. 


OUTSIDE DIMENSIONS SHIP. WT. OUTSIDE DIMENSIONS =| SHIP. Wr. 
(TER 80. DescRivTion EIGHT WIDTH DEPTH | F.0.8. KM. Y; ITEM HO. DESCRIPTION MEIGHT WIDTH DEPTH | F.0.8. HY 
AA1 | GUARDALL (LETTER) 34” | 30” | 16” | 105 Ibs. AA3 | “COMMANDO” (LETTER)| 34” | 30” | 16” | 104 Ibs. 
AA2 | GUARDALL (LEGAL) 34” | 33” | 16” | 115 Ibs. AA4 | “COMMANDO” (LEGAL) | 34” | 33” | 16” | 110 tbs. 


f 


the 


PROTECTOR 
(F2201) 


Assures “‘peace-of-mind" (4-way keyed protection and addi- 
tional inside vault door and combination lock protection). In- 
dividual pick-proof combination safety lock. Protects as it 
conceals. Finished in Futura Grey, Steelmaster Green. Indi- 
cate finish wanted. Literature if you wish. 


ITEM WO, DESCRIPTION 


HEIGHT | WIDTH DEPTH 


OUTSIDE DIMENSIONS SHIP. WT. 
F.0.8. N.Y. 


the 
SAFO 
-(F2200) 


Kind 


Se, 
Ss 


Super-safety cabinette system, protects as it conceals. (4-way 
keyed protection and additional inside vault door and com- 
bination lock protection) for “valuables” against petty pilfer- 
age. Finished in Futura Grey, Steelmaster Green. Indicate 
finish wanted. Literature if you wish. 


OUTSIDE DIMENSIONS | SHIP. WT. | 


HEIGHT | WIDTH DEPTH) F.0.8. W. Y. 


ITEM NO. DESCRIPTION 


F2201 | THE “PROTECTOR”| 31” 18” 16” | 70 Ibs. 


F2200 THE “SAFO” 36” 18” 16” | 80 Ibs. 


art steel sales corp. 
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new york 63 n. y., u.s.a. | 
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MECHANICAL PENCILS | 


Every time an employee in your office has to sharpen an 

old-fashioned pencil the work interruption costs you 

several times the original price of the pencil itself. 
Just one or two such interruptions waste as much 


Se” —_ “a. ©.” 


SCRIPTO, Inc., Dept.M2 | money as a time-saving SCRIPTO Mechanical Pencil 
os nade -e would cost you... after that the saving is “velvet.” | 
your folder to: * SCRIPTO.gives you increased efficiency, too. Smoother 2 
abi t writing —always the same length, no finger-cramping | 
c/o a stubs—the right lead for the job, 10 degrees of black : 
t and 17 colors. Get all the facts. Send the coupon now 
® 4 ADE RP AIMEE aa I for an informative folder. 
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(From page 8) l 
revolutionize accounting. Under such | 
a system, all accounting operations 
must be planned in advance so they 
will in fact be parts of an integrated 
plan. They must be so not only on an 
organization chart but also as physical 
parts of a completely integrated and 
electrically interconnected accounting 
system. The electronic accounting sys- 
tem differs radically from a conglom- 
eration of individual business mach- 
ines. It is one giant machine which 
must have built into it the means of | 
doing the whole job. 

A revolution in accounting must re- | 
sult from this concept. The run-of- 
the-mill accountant will be displaced 
by the accountant who will be a plan- | 
ner and an analyst and who will know 
how to exploit to the full the operat- 
ing controls which the electronic ac- 
counting system can make _ possible. 
The controller will require technical 
personnel who will know how to} 
maintain the mechanism and to modi- | 
fy the system as the need arises. The | 
auditors will have to adapt their think- | 
ing to the automatic operation of an| 
wutomatic electronic accounting sys- | 
tem. The accountants will have to | 
learn to get the most out of the sys- | 
tem's capabilities and to educate other | 
lepartments in the comprehensive 
information service which only such 
in integrated control can provide. 


Take, for example, a selling depart- 
ment transaction, that is, the sale of 
an item of merchandise, under an 
automatic electronic accounting sys- 
tem. The sales information can be | 
automatically recorded from the sales 


Are you smarter than I was? 


1 “HERE WERE MY ACCOUNTS RECEIVABLE, inventory and other 
records in ashes. | was out of business. A lot wiser—but ruined! 


2 “VD THOUGHT a fireproof 3 “ANDI DIDN'T realize that 4 "1D FORGOTTEN that to 


: é Siren . sod _| building meant real protec- our old, heavy-walled safe collect fully on our fire in- 
register - transmitter, simultaneously tion. I found out that it just) would act only as an inciner- surance, I'd have to prepare 
and continuously in the following cen-| ¢ontains and intensifies a ator for our records—once a proof-of-loss statement. 
tral office memories: fire that starts in an office. temperatures gotabove350°F. How could I — with our 

1. Sales by salesclerk — receipts ac- | records up in smoke?” ‘ 
-ountability, etc. | . 

2. Sales by departments — volume | IF you’re entrusting your business records to an old, 


statistics. 

3. Sales by merchandise classifica- 
tion, which falls into two sub-divi- 
sions: (a) inventory control and (b) 
buyer’s statistics. 

4. Cash or charge account debits. 

5. Sales tax summary. 

6. Miscellaneous records which may 
be desired, such as employee dis- 
counts, commissions on sales, etc. 

The receiving department operation 
would involve the tagging of merchan- 
dise with the simultaneous recording in 
the central office memories of data for 
inventory control, accounts payable and 
buyer’s “open to buy” and “on order” 
data. The payroll operation can simul- 
taneously produce the paycheck and 
the payroll distribution data needed 
for cost accounting control. 

In the field of transportation, prob- 
lems like the making of reservations 
are capable of ideal solution with the 
electronic accounting system. 

In the industrial field, the electronic 
accounting system can be used _ to 
Project production schedules in terms 
of material and labor requirements 
and to correlate directly actual con- 
sumption data. (to page 15° 


Mosler “‘A’’ Label Record Safe 


with built-in money chest for com- 


ineffective safe or metal cabinet, you’re taking a danger- 
ous gamble. Just think what the loss of your accounts 
receivable ledger, alone, would mean. 

Better Face the Fact: 43 Out of 100 Businesses 

That Lose Their Records By Fire Never Reopen. 
Don’t gamble another day . . . or night. Protect your 
records and the future of your business with a modern 
MOSLER “A’’ LABEL RECORD SAFE. The “A” Label is your 
assurance that this safe has passed the independent 
Underwriters’ Laboratories, Inc. severest test for fire, im- 


bined protection against fire and ser and explosion. Look for this label on your safe. Every 


burglary. 


usiness needs this protection. Get it today. 


* Mosler Safe ““” 


HAMILTON, OHIO 


World’s largest builders of safes and vaults . . . Mosler built the U. S. Gold Sto Vaults 
at Ft. Knox and the famous bank vaults that withstood the Atomic Bomb at Hiroshima 


dealer in your city or 
moil coupon NOW 
for informative, free 
booklet 


—-a ee ee ee ee err nr ee 


The Mosler Safe Company | 

Department OM-12, Hamilton, Ohio | 
Please send me free booklet—giving the latest authentic information on | 
how to protect the vital records on which my business depends. | 
GOAITE. . os ccccccccvccscccescccccevcccesevoceesess POSITION... 0. cece eeeee i] 
FIRM NAME... ikhnteiileisdaleaiinpebin Sigieban basi auibekentincas | 
RBBREEB . 2 ccc ccccvcccccccscccccccvccccccvecccceccecccoecccsccoceussececes : 
CITY. wc cccccces PPYTTTTITITITITTT TIT TTT TTT Te ZONE...... STATE... .ccccee oe | 


| 
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Office , Management ¢ Equipment, a 


is unique in its editorial concept and in its exclusive devotion to the 
needs of office management executives of the nation’s largest commercial 
and industrial organizations . . . of city, state and federal agencies. 


It is the only business magazine edited solely for these executives 
concerned with the purchase of office equipment, maintenance and 
operation of the offices of America’s commerce and industry — 
the largest market for office equipment and stationery products. 


C fice Exvecilt es... 


generally recognize the ability 
of Office Management and 
Equipment to provide the kind 
of authoritative and informative 
editorial material they need 

and want. 


General magazines always will 
be popular advertising media for 
the manufacturers of office 
uipment, furniture and machines. But more and more 
vertisers are experiencing the advantages of the concentrated 
interest of office executives in the magazine that is edited 
exclusively for them. 


Here is an almost 100% concentrated audience of the men and firms 
they want to sell. No waste circulation. No scattered shots. 


And because of this select and exclusive office executive readership. 
there is genuine economy in this magazine’s advertising pages 
— more than enough to warrant regular use of dominant space. 


Office 
Management 


S D EQUIPMENT 


The Othic xecutive’s Own Magazine 


Published by GEYER PUBLICATIONS — 


Established 1877 — Celebrating in 1952 their 75th 
Anniversary as Publishers of Business Magazines. 


212:Fifth Avenue — New York 10, N.Y. 


OFFICE MANAGEMENT AND EQUIPMENT December, 1951 


7 } ae — : a . . ee eos n a cr. <r ee — - 
: a ae . 
pigs 
og ty) Ros 
at ee 
a es aes 
ar an 
: 4 
i 
a a 4 
ie “4% 
. ba) sks 
ie : ny 
(ope : 
vi peas a | E: 
a eee 
rg : ate 
3 i Li 
| bE. 4 
fia sais i P 
‘, ie ee 
a ieee 
“dae ai 
aie 
ne ; : 
a. 7 
=e ; 
4 Sa ; A 
eT ~ aa i g as we 
tiki i ‘i * » A 
ia ) ec fuga as “Sages — . “ 
Seat oe Gomer oe. phe aig ie ae 
4 7 ee 
i b. 
i‘ 2a 
= Be 
— : ee 
—. 
— 49, 
75h 
52 
C Aaniwuay 
14 ee 
a 
:% it = a. 5 2S 
~ om rs So ——e i ae ae CS 


This is in addition to general inven- 
tory control and payroll distribution 
operations which enter into operating 
-ontrols and cost accounting. All of 
this can be done simultaneously in 
terms of both physical units and re- 
lated dollar amounts. : 

It cannot be emphasized too strong- . 
ly that an electronic accounting sys- 
tem is not just another business ma- 


chine. It must be visualized as a real, \\ / > y 
ind not a paper, organization chart. % 
Each box in such an “organization e. 
~hart” is a mechanical or electrical com- ’ 
oonent and each line is a wire or other 


communication channel interconnecting 
these components. Each function is 
not something that is described in the 
hope that somebody will carry it out, 
but an engineering specification built e t nm \Y 
into the electronic accounting system. \0 b iy | * “DOODLES in the Air’ 

a . are unobserved WASTE MO- 
TIONS . . . extra manipulation 
of hands and equipment. In- 
visible red tape that snarls 


Where can such a system be seen in 
operation? The answer is that all the 
components of the system are in 
operation and can be seen, but the 
components themselves are not a sys- 
tem. The long distance dial telephone 


: : . production and leaves a trail 
is an operating transmitter. There is of errors, annoyance and fa- 
4 magnetic memory in the form of a 

cylinder about the size of an Ediphone tigue. 

wax cylinder which can store one 

thousand totals continuously and 

cumulatively. There is a_ printing 


nechanism which can print one thous- 
ind lines per minute. There are any € [i ny rd fi! 
number of electronic computers in re Waste UI: Un ea °o 
operation which can do addition, sub- 
‘traction, division and multiplication 
with almost instantaneous speed. 


“ * ” e ’ 
The electronic accounting system No “doodling” among sky-writers—that’s 
will not be seen until the vision, initia- 


for sure! The slightest deviation would be 
‘ive and self-interest of the controllers 


start the ball rolling. The first elec- | noticed immediately. 
tronic accounting system will take 
time and money and a great deal of 


However, wasteful “doodles in the air” in 


tanning. How soon the first system | record-keeping are unavoidable with poorly 

‘an be seen depends not on the busi- | . . é 
ness machine companies—and not on | designed or outmoded business forms. Our 
the engineers, but on the controllers | scientific tracer light studies reveal these 
themselves. One thing is certain: the | ‘ pial . 

irst electronic accounting system | otherwise invisible waste motions . . . 


which goes into operation anywhere | 
vill start the revolution in every ac- 
ounting office, and every controller 
should be forearmed for it. 


show how they can be eliminated by our “Planned 
Business Forms.” Let us plan improved forms 
for you... to gain better control, save your time, 


BUSINESS EFFICIENCY increase your production and your profits. 
EXHIBITION IN LONDON 


\ giant Business Efficiency Exhibi- 


Pi o> ls permegee eee | MAIL COUPON TODAY for AMERICAN LITHOFOLD CORP 
som pvreae'g — held po eggher meg FREE COPY of “TIME AND «$00 Bittner Street, + St. Louis 15, Missour 


me MOTION STUDY IN LIGHTS" - Branches: New York, Chicago, Detroit, W 
London. It covered over 170,000 Raleigh, N. C., and other principal cities. 
square feet, was organized by the 


Office Appliance Trades Association | Without obligation, SEND ME the new illustrated brochure ' 
Great Britain, and represented the | jet MOTION pene — i a — : 
ciforts of an industry whose output “doodies"—save important time, work end money wi 
has grown from the equivalent rae NCEE “LATS CEE ne : 
5,600,000 before the war, to around ' 
$98,000,000 in 1950. COMPANY NAME $ 
The Business Efficiency Exhibition 4 
is Britain’s outstanding annual exhibi- ADDRESS . 7 
tion of office machinery; it is held ry 
every other year in London, and al- city settee ee eees ZONE _. STATE......... ' 
ternately in other British cities. Most ' 
of the equpiment is British made. SIGNATURE 8 
This year there were a number of : 
new products in the show. In the Copyright 1951, American Lithofold Corp. OM. g 
stands of Roneo Ltd.. 17 Southampton 
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Row, London, W.C.L., there was an 
electronic stencil maker — a machine 
for making stencils for running off on 
an ordinary duplicator, by a series of 
electronic impulses. In twenty minutes 
one can transmit to a metalized stencil 
an exact replica of any written, drawn 
or composite matter, including photo- 
graphs. From the stencil, color repro- 
ductions can be made on any ordinary 
duplicator suitable for taking colored 
inks. 

Universal Postal Frankers  Ltd., 
Frankopost Works, Angel Rd., Lon- 
don, N. 18, exhibited a “mechanical 
bank clerk,” an electrical machine 
which will count, separate, and = en- 
dorse if necessary, bank notes, checks, 
and receipts at a speed of between 


NEW (W 


TABLET ARM CHAIR 


that FOLDS 


will make its mark as one of the most 
useful adjuncts to portable seating 


ever devised. 


This FOLDING TABLE ARM CHAIR 


is just the thing for... 


STAFF MEETINGS 
GROUP DISCUSSIONS 
EDUCATIONAL PROGRAMS 


TAKING DICTATION, MINUTES, 
NOTES, etc. 
TEMPORARY SEATING 


AND WRITING FACILITIES 


The arm is an integral part 
of the chair—NOT AN AT- 
TACHMENT. It may be ad- 


justed to several positions— 


1) Raised upright to permit 
free ingress and egress. 


2) Completely lowered to the 
side. 


3) Folded flat against the 
seat for compact storage. 


Rubber Feet Prevent Noise 
and Marring of Floors. 


50,000 and 60,000 an hour, or roughly 
1,000 a minute. It can be set to let no 
paper through which is more than 
three-thousandths of an inch in thick- 
ness (British banknotes are printed on 
paper four-thousandths of an inch), or 
for medium thicknesses of cardboard. 

Designed to keep noise at a mini- 
mum in large offices is the unit drive 
construction of a new duplicator oper- 
ated by a one tenth horse power elec- 
tric motor, A.C. or D.C. Finger tip 
speed control is provided for all types 
of work. A simple switch makes it 
possible to change over from very 
large to very small work in a second, 
and an automatic counter can be set 
to a_pre-determined number of copies 
and thus cut out the motor on com- 


y 
ay 
it 
; 
‘ 
No. 2317-WTA 
Doubly Reinforced 
Steel Frame with Ply- 
wood Seat and Solid 
Wood Arm. Available 
with Seat only or Seat and Back Folds to 3” 
upholstered. thin. 


Write Today for Folder, Prices and Delivery. 


CLARIN MFG, 


COMPANY — 


4640 W. Harrison St., Dept. 34, CHICAGO 44, ILL. 
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A noiseless office dictation machine 
which records on dises via a hand 
microphone or a desk microphone 
is shown above being demonstrated 
at the 1951 British Industries Fair. 
The machine operates electro-mag- 
netically and will record speech soft 
or loud. lt is manufactured by» 
E.M.I. Litd.. 363 Oxford St., Lon- 


don, W. I. 


pletion of the run. The manufacturers 
are Gestetner Ltd., Aldwych House 
Aldwych, London, W. C. 2. 


Adrema, Ltd. 27-20 Telford Way 
\cton, London, W. 3, displayed ai 
automatic letter writer a special at- 
tachment to the firm’s — standard 
addressing and letter reproducing 
machine — which enables the address 
name, and a salutation to be matched 
into a letter so as to make it indistin 
guishable from the rest of the text. 


\ printing calculator appeared on 
the stand of British Olivetti, Ltd., 10 
serkeley Sq., London, W. I. ‘This add 
ing-listing machine prints automati 
cally credit and debit balances, multi- 
plicand, multiplier, product, dividend. 
divisor, quotient, and remainder, and 
is a ten-key keyboard machine. 


A new” hand-operated = duplicato: 
with automatic cleaner, selling i 
sritain for 40 pounds ($112), was dis- 
played by Ellams Duplicator Co., Ltd 
5 Dean St., London, W. I. This mach 
ine featured an automatic drum 
scraping apparatus that leaves the 
drum perfectly clean after every run 
without further effort. The drum of 
the machine is enclosed, and a special 
device enables seven different thick- 
nesses of ink to be printed so that 
variations can be made in typing t 
emphasize special paragraphs. Al- 
though hand-operated, the machine 
will run off a hundred copies a minute 


Unifold Mailing Machines, Ltd., 20 
Paxton PIL, Gipsey Rd., London, 
S.E. 27, showed a letter-folding mach- 
ine which folds, inserts any kind of 
letter in envelopes, and then seals the 
envelopes. 
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Three chairs for 
“the executive look” 


in matchless hand-finished satin chrome 


No. 731 


Here, in clean smooth symmetry, you see three new No. 1200 Executive Chair 
° —6 i Seat and new floating back 
reasons for Royal popularity. Strikingly new is the both U. S. Koylon molded 


beauty of hand-finished, heavy plate satin chrome a 

. . . lustrous as a fine silver satin fabric. Amazingly aa 
strong and durable is the smartly designed square 

steel tubing. Comfort, always a Royal specialty, is ye aa Sage Re — 
further enhanced by the luxury of finest U. S. raed ona pedded, 
Koylon molded foam rubber. Upholstered only in 

Royalpoint cloth fabric—7 smart office colors. 


No. 930—Same but with Plastelle finish. 


No. 731 Side Chair—U.S. Koylon molded foam rubber 
seat and padded, custom-fit back. 


Now! San tee tal daar =— cre. No. 931—Same but with Plastelle finish 


E> 7 -_ furniture since '97 


ROYAL METAL MANUFACTURING COMPANY 


175G NORTH MICHIGAN AVENUE + CHICAGO 1 
New York + Los Angeles + Michigan City, Indiana * Warren, Pennsylvania * Preston and Galt, Ontario 
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HOLDS 40 TIMES 
MORE INK 


RDINARY 


world’s largest — Point 


selection. instantly 
renewable 
ae in case of 
damage. 
spillage. Can't leak. 
: / Won't flood. 
‘ : Base holds 


40 times more 
ink than regular 
fountain pen desk 
sets. Fill it once 
... Write for 
months. 


Choose the 
right point 
for the way 
YOU write. 


Only a few of the more 
popular point styles shown 


From the world’s largest variety of fountain pen point 
styles, choose the point for the way you write at your 
desk and fit it into this unusual desk set. You’ll dis- 
cover new writing ease and greater writing convenience. 


COPYRIGHT 195! 
THE ESTERBROOK 
PEN COMPANY 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 


The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East; Toronto, Ontario 
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MANAGEMENT TECHNIQUES IS 
TOP BUSINESS STUDY 


“Management Techniques in Offices” 
is now a leading business study in the 
evening classes for adults in at least 
31 of the country’s large urban col- 
leges. In fact it is one of the most 
frequently given of the highly special- 
ized business subjects now offered in 
college evening study sessions. 


These were the findings of Dr. 
Robert A. Love, president of the 
Association of University Evening 
Colleges, who has just completed a 
check of the business subjects impor- 
tant for defense industry that are 
offered by his member institutions. 
The AUEC is composed of the eve- 
ning divisions of 77 leading colleges 
and universities located in all parts of 
the country. 


“Management Techriiques in Of- 
fices,” said Dr. Love, who is also di- 
rector of the huge Evening and Ex- 
tension Division of the City College 
School of Business, New York, “is un- 
doubtedly an important business 
study, and particularly so in this emer- 
gency. Not only have a_ substantial 
group of the AUEC members recog- 
nized this field, but also many include 
still more specialized courses at both 
beginner and advanced levels in the 
office field. These specialized courses 
range from simple stenography and 
typing to “Office and Secretarial Ma- 
chine Practice,” “Business Correspon- 
dence” and “Executive Office Train- 


ing.” 


The courses, Dr. Love continued, 
represent the new type of highly 
specialized and practical business 
training now spreading rapidly over 
the country. 


“They provide,” he added, “an effi- 
cient and economical means whereby 
persons in business jobs can brush up 
quickly on the knowledge needed for 
effective performance. They supply 
the rounded understanding which is 
so essential to a creative approach in 
jobs. 


“Because of the complexity of mod- 
ern business, this rounded understand- 
ing of a job is becoming ever more 
difficult to obtain by experience alone. 
Our contacts with the thousands of 
business people who come to us an- 
nually indicate that most people who 
win promotions do so having such un- 
derstanding of their new job. They win 
the job on the basis of general ability 
and then spend months and even years 
mastering it. The employee and also 
his company are much better off when 
he speeds up his grasp of the work, as 
he can now do through study. 


“The colleges have now developed 
hundreds of courses covering the spec- 
ial problems faced in different busi- 
ness operations. These courses are 
commonly taught by experts from 
each field, so that the enrollee learns 
the most modern successful methods.” 
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Vd MAKES FILING... fm 


FAST and ACCURATE 


SMEAD’S 


TELL-I-VISION 


REG. U. S. PAT. OFF. 


INDEX 


A modern filing system built for long, hard wear and tailored 
for a small or a large business. Plastic tabs of clear vision — 
this file is the perfect answer to any filing problem. 


THE 
rr, MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 


Cont Semcaeiens, Wee PORATION 
Modieen Ave, Mow York IF Now You 


Write today for illustrated literature 
“EXPLAINING HOW IT WORKS” 


NO. 11-14-50 


PRINTED IN U.S. A. 
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SMEAD’S TELL-I1-VISION SYSTEM 


REG. VU. S. PAT. OFFICE 


READS LIKE A 800K 
LEFT TO RIGHT - 
GROWS AS NEEDED 

— 


MEADS 


) 
TELL-V-VISIO 


By using Smead’s Tell-I-Vision filing system, you con 


reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal with 
system for replacing — make filing easy, fast, and , Me "4 
accurate. Colorful 7 7 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 
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Management 


AND EQUIPMENT 


EDITORIAL 


An office plays Santa to these hospitalized children 


A party with a purpose 


SOON offices all over the country will ring with unoffice-like laughter and music 
as the annual Christmas party gets under way. 

These parties serve a useful purpose, of course, in getting people to know one 
another on a more social basis than that involved in working every day in the same 
office. But there are signs here and there that the conventional Christmas office 
party may have become so much of a habit that it is getting to bore rather than 
inspire, and there is a casting about for some new and different angle. 

Christmas being a very special day for children, many of the newer types of 
parties are being built around children—particularly children unfortunate in 
some respect or other. The picture above was taken at a party that the Leroy A. 
Miner Agency of the Equitable Life Assurance Society in New York gives each 
vear for children in New York’s Hospital for Special Surgery. A few days before 
Christmas, fifty or so children, including numerous polio patients, are brought 
together in the hospital auditorium for a very gay and heart-warming event, 
sparked by one of the Agency’s staff members dressed as Santa Claus. In addition 
to all the traditional decorations and accessories, each child receives a new bath- 
‘robe and sweater—clothing most useful in a hospital ward—with one especially 
requested toy and several other playthings. 

First a committee from the Agency interviews the superintendent of nurses 
as to the sort of thing the boys and girls might most appreciate, and the special 
requests of the children themselves are sought. Some of the things asked for are 
not the things that cold reason would favor, but the kids get them just the same, 
as when a little girl with her arms and shoulders in a cast got the desk pad and 
writing supplies she ardently desired. 

Refreshments are donated by the Agency, conforming to the suggestions of the 
hospital dietitian, and special entertainment is provided. The children themselves 
contribute lusty group singing. Making the children happy, the Agency reports, 
seems to make everybody happier than usual—in this Christmas party with a 
purpose! 


December, 1951 OFFICE MANAGEMENT AND EQUIPMENT 21 


, 2 
. 4 : J ‘ n 
ee ee ees ae 4 ae Sk A ne f 
——— rls UCU P!;, Ses 
a ae ee P tee: eZ be ae ee Co 7 
a ian r rid - ‘eg cs ay oe : 
—_— a -_ = am # afi. 
— r imap ries Be ; = : 
og y . As mes es ae ~S a toe 
as if 4 P ny <3 ae ae it ai. ‘a es Poe 
a" a ee — ; > ee. ee ee a 
ed! be at i f . r ae a Be 
‘ bgt se a ie My a ha _ v4 i. - a ee 
— ae ae : 4 ist 
"| ne i eae . 4 , 4 . 2 . q F 
“st | . , “ . ie t 9 é - 76 n % Hoos ; 
“s J a . f ‘= or 
f <a Nd Pi gh 
ie | 4 4 4 \ i | 
3 ES ; . Mi - 4 © } .% 
‘ uF ‘ a 
~ ~ : ~ p 4 
a = } | a 
- Piers —- ee eet wees OE ee tee ” * cy _ 5 
= : 5 ; i Oe “ ae — 
- aa —6h Vl ae ’ 
Oe eo 5 — ao ew —— | 
- ». ~ore a ees 
Fe P| a : = 
—_— . = } 
} a &.... i 
F a * ‘ : { . f 
| ee gen? t i 
C—O > i- a) oe a jie , 
' ri : “Seer me ok ae i F a j 
q “oS ae i 
§™ Be ee 4) of ul / 
| Ege See -" Regs * A 
Parr x i ok - - * , , gi. itt a. » 
/ Ze EOE ee ne i = 4 Ce veh ¥ ‘ 
' 
i 
| < 
eh 
1 
. 2 
| 


Does it belong to you? If not, 
is it worth putting in anyway? 


By ALVIN M. HATTAL 


DESPITE THE GROWING office shortage, many 
tenants still seem to be putting off projects for 
improving the premises they have. In some cases 
the plans have been drawn up but are being post- 
poned, curtailed, or wholly abandoned. 

Why? 

One reason, judging from an informal survey 
among office executives throughout the country, seems 
to be an uncertainty regarding their legal rights 
and obligations involving what might be construed 
as structural changes. 

Who owns that new installation? Can it be re- 
moved at the end of the lease? Who pays for restora- 
tion? Can it be removed before the lease expires? 
Is the improvement worth the forfeit, if any? 

As the leasing situation gets worse, these questions 
will become more important. And since today’s 
office tenant will be “under the gun” tomorrow, 
Orrick MANAGEMENT & EQuipMENT has sought the 


If you install a 
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Before substituting a fixture like this glass door .. . 


fixture— 


answers, from both the legal and the actual day-by- 
day practical point of view. 

Carl Blank, well-known New York attorney with 
wide background in this field of owner-tenant rights 
and many years’ experience as an association coun- 
selor, consented to give his opinion, purely for 
guidance. 

In general, according to Mr. Blank, it’s not only 
what you do but the way you do it that counts— 
whether the improvement is a fixed partition, floor 
covering, electric fixture, or some other equipment. 
One thing to consider is “the mode of annexation, 
the nature of the article itself, whether or not it is 
attached or annexed to the real estate, the manner 
in which it can be removed, the intent of the parties, 
and the existence of any agreements between the 
parties.” 

Anything that is not in any manner affixed to the 
real estate is not a fixture and is, therefore, removable 
by the tenant. 

But suppose we have such items as electric fixtures 
attached to the ceiling, or a partition that is fastened 
to the floor, or an air conditioning unit, or mirrors 
attached to the wall; may these be removed? 

“There is no arbitrary standard,” says Mr. Blank, 
“by which to determine when a fixture becomes part 
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. . . or these partitions, you ought to know 


can you take it 


of the realty so as not to be removable, or retains 
its character as personal property. The question is 
largely one of intent. 

“The courts have held lighting fittings and fix- 
tures, mirrors on the walls, partitions, machinery 
screwed to the floor, and even a steam heating plant 
to be removable by the tenant.” 

In some cases the courts have been liberal and 
permitted removal of fixtures even if some damage 
is done thereby to the real property, especially where 
the tenant repairs the damage. 

On the other hand, the right to remove may be 
easily lost. Each case, however, is determined on 
its own particular set of facts. 

What precautions, then, should a tenant take if 
he wants to be able to remove any such installations? 

“First, care must be exercised at the time of in- 
stallation so that when the time to remove comes, 
the removal can be done with little or no damage 
at all to the real estate, for if it is annexed so that 
substantial damage must be done to the real estate, 
the right to remove is lost,” Mr. Blank points out. 

“Second, if a new fixture is substituted for an 
existing fixture, without the landlord’s consent, and 
the old fixture is disposed of by the tenant, the right 
to remove is lost. In such a case, the court considers 
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with you? 


this a substitution for the old fixture rather than 
the installation of a removable fixture. A tenant 
must, therefore, be careful, before substituting a 
fixture, to ask for permission from the landlord and 
to preserve the old fixture so that when he removes 
the new one, he can replace it with the old one. 

“The right to remove a fixture may also be lost 
if it is not removed before the end of the term of 
the tenancy, or if a new lease is entered into without 
reserving the right to remove the fixture. 

“In each of these cases, the courts have held that 
the tenant waives his right to remove the fixture 
or abandons the fixture, so that when a new lease 
is entered into, or an old one is extended or renewed, 
the tenant must be careful to preserve his rights in 
the lease to remove the fixtures.” 

It has been easy enough to reserve these rights by 
means of a special agreement or a clause in the lease. 
If a prospective office tenant finds this hard to ob- 
tain, he should be forewarned. If the tenant does 
manage to protect himself, he can expect the courts 
to uphold these rights. In some cases, the courts have 
even held that a tenant may remove an entire build- 
ing that he constructed, because he had_ presérved 
the right to do so in the lease. 

In connection with this, however, Mr. Blank warns: 
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aeronautics 


Photo by makers of Armstrong's Rubber Tile 


“Even where the tenant has the absolute right to 
remove the fixtures, he must do so with reasonable 
-care. If he is in any way negligent in the course of 
removing the fixtures, he is responsible to the land- 
lord for any damage caused by such negligence.” 
While Mr. Blank’s opinions can be assumed to be 
safe interpretations of the law, it also seemed a good 
idea to get the viewpoints of companies that supply 
and install various types of office equipment. Follow- 
ing are comments from key executives of such com- 
panies—representing different segments of the office 
equipment industry—who have many years of prac- 
tical experience with this problem. 

Stephen Guback, Jr., Armstrong Cork Co., Lan- 
caster Pa., says: 

“When a question of this nature—for example, 
the installation of a new linoleum floor or an acous- 
tical ceiling—comes to our attention, we fir.t suggest 
that the customer refer to the provisions of his lease 
to see where he stands. Generally this subject will be 
covered by a clause in the lease to the effect that 
‘No alteration or addition shall be made during the 
term of the lease in or to the premises without the 
consent of the lessor. 

“However, in most cases the landlord will be de- 
lighted to give his permission for structural changes 
that improve his premises. In some instances he may 
also help to bear the expense of the improvement. 
But, at any rate, he usually will give his blessing, 
with the provision that he have the option, at the 
termination of the lease, of keeping the improve- 
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Floor covering: will you own it when you vacate? 


ment or of making the tenant restore the premises 
to its original status. 

“Installation of personal property, such as desks 
and counters, is usually permitted without prior 
approval and may be retained by the tenant upon 
expiration of the lease. Installation of any real prop- 
erty that might be used in improving the premises, 
such as a new floor or a new wall, must have the 
consent of the lessors since, inherently, the lessee has 
no right to alter the landlord’s property. 

“Generally, the matter of making any improvment 
is solved on an individual basis by the parties in- 
volved. We suggest to our customers that the pro- 
visions of such an agreement be in writing and cover 
such things as permission to do the work, the pay- 
ment for the improvements, the ownership rights, 
etc. Where exceptional circumstances or major im- 
provements are involved, we recommend consultation 
with a lawyer.” 

David O. Mills, The Mills Co., Cleveland, Ohio, 
points out: 

“In the thirty years that our company has furnished 
and installed movable metal walls throughout the 
country, this question has been a controversial one 
between athe parties of the building owner and the 
lessee. Though we feel it has really no sound basis 
for existing, there has been the feeling that ‘parti- 
tions fastened to the walls belong to the owner of 
the building.’ Although our partitions are fastened 
to the floors and, sometimes, on ceiling-high con- 

(To page 70) 
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Office Management 
and Equipment 
wishes for all its friends 4 

the merriest of Christmases 


—the happiest of New Years 
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THE SUBJECT OF INVENTORY CONTROL 
never loses its interest for retailers because the inven- 
tory position of a store determines its success more 
than any other single factor. Inventory control is a 
broad term and might touch on many phases of 
retailing. The use of unit controls or stock records 
as one phase of inventory control and as an aid to mer- 
chandising is discussed herein. 

Aside from being an aid in controlling the size of 
inventory, adequate stock records are valuable in 
control of the quality and nature of the inventory. 
Each unit of merchandise sold is a particular unit— 
particular as to price, size, color, style, fabric or cover, 
and so on. In practically all cases, except during close- 
outs at the end of a season or during a special promo- 
tion, the particular unit sold must be replaced so as 
to be available for another customer. The failure to 
have a replacement unit means either the loss of a 
sale, or the sale of a substitute item which may not 
give the next customer as much satisfaction as would 
the original item. 


Kinps oF UNtr CONTROLS 


Unit control records can be said to fall into three 
basic groups on the basis of the method used to deter- 
mine unit sales: salescheck, stub, and inventory. In 
actual practice there are variations and combinations 
of each, and seldom is one method operated entirely 
independent of the others. 

The salescheck control uses a copy of the salescheck 
as the indication of the sale of a particular item. On 
the basis of sales transactions handled, the salescheck 
control is the most expensive to operate, and is found 
in the so-called “big ticket” departments, such as 
furniture, stoves, refrigerators, washing machines, and 
radios. Frequently, one copy of the salescheck is 
known as the “control” copy and is filed in the unit 
control or stock record office for follow-up of deliver- 
ies, Commissions, returns, guarantees, or other items. 
In the salescheck type of control receipts, inventory, 
and sales are posted to the records individually. Some- 
times in the case of diamonds, watches, and other ex- 
" pensive jewelry a register is kept in which the sales- 
people enter the details on each item sold. This regis- 
ter method is a variation of the salescheck method and 
is suitable only where the transactions are few and 
represent high priced merchandise. 

The stub method of control is set up so that a part 
of the price ticket, torn at the time of sale by the 
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Types of unit control records 
for department stores 


By KENNETH P. MAGES, C.P.A. 


Touche, Niven, Bailey & Smart, Accountants and Auditors, New York 


salesperson or the wrapper, is used by the control 
office to determine sales. Such stubs show a wide 
variety of detailed information which is tabulated to 
produce two types of information: 

1. Daily, weekly, monthly, and seasonal reports of 
units sold by style, size, color, price, etc. 

2. Style sheets or cards which show the history of 
orders, receipts, sales, and inventory of each style 
number being controlled. 

The stub method is used in fashion departments. 
The tallying of units sold by salespeople is a varia- 
tion of the stub method, but the information thus 
made available is less complete and less accurate, and 
it may be less costly to develop. 

The inventory method takes its name from the fact 
that sales data are determined by periodic inventories 
of the particular items under control. Of course, it 
is necessary that data regarding receipts as well as 
inventory be recorded. In terms of cost per sales 
transaction, the inventory method of control is the 
least expensive, and in terms of departments covered 
it is the most widely used. The inventory method of 
control is used in such departments as fashion acces- 
sories, domestics, linens, notions, small hardware, 
and men’s furnishings. An automatic re-order or 
tickler system, sometimes called the visual method, is 
a variation of the inventory method, since it requires 
either an inventory by actual count or by observation. 


SALESCHECK TyPE OF CONTROL 


As said before, the salescheck type of control gener- 
ally relates to big ticket items which by their nature 
usually are sold from floor sample and delivered from 
a warehouse. In the case of furniture, the item sold 
may come in several fabrics and colors and although 
one of the prime purposes is to determine whether 
the particular piece is on hand, it also is necessary to 
know exactly where it is located at the warehouse— 
the floor as well as the bay. Similar information is 
required for electrical appliances, although the varia- 
tions in units are not as numerous as in the case of 
furniture. The ability to deliver the right item to a 
customer is as important as making the sale. Inade- 
quate unit control is one of the major causes of non- 
deliveries. To a limited extent over-selling in furni- 
ture, and sometimes in electrical appliances, is pre- 
vented by the use of a price ticket which utilizes one 
side to carry a running count of the quantity remain- 
ing in the warehouse. Such methods are helpful, 
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Shopping time, Fifth Avenue, New York. Adequate stock records are vital to successful retail merchandising 


especially during promotions and on comparatively 
fast moving items such as book cases, shelves, and card 
tables. The use of a running count of unsold items 
is not unit control as we generally think of it. It 
becomes inaccurate after a few days of selling, and 
is not helpful to the buyer in buying, promoting, or 
in taking markdowns. 

The basic form in a salescheck control is a card or 
sheet on which is indicated the information regarding 
a particular style or model number. If a sheet is used 
it is placed in a ring binder. One size of three-ring 
binder, for example, will permit a form 814 x 11 in 
size on which much information and many transac- 
tions can be indicated. However, the multi-ring bind- 
er, which can be obtained in a wide variety of sizes, is 
preferable in most cases to the three-ring binder be- 
cause it permits the over-lapping of forms in such a 
way that the bottom or top edge is exposed, thus 
providing on one “page” a view of the descriptive 
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information on eight, ten, or more sheets. This over- 
lapping provides for faster location of the sheets, saves 
time in réferencing and posting, and eliminates wear 
and tear on the forms themselves. 

Substantially the same effect as obtained from a 
multi-ring binder can be acquired by using a card 
form and housing it in a tray, exposing one or more 
edges. Several widely known office equipment manu- 
facturers sell a variety of such trays. The cards also 
can be inserted on the wheel type of index, but the 
exposure of an edge is not possible with this equip- 
ment. 

In some cases where punched card equipment is 
in use for accounting purposes, the unit control infor- 
mation necessary under the salescheck type of control 
can be developed, even to line posting to a ledger 
card. Such installations, however, are not indicated 
unless the equipment is already in use for accounts 
payable or sales auditing, or both. (To page 72) 
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Photos by Wurts Bros., N. Y. 
In the striking lobby 


WHAT WITH constantly increasing construction 
costs and the current emergency Federal limitations 
on commercial building, the effective rehabilitation 
of existing office structures is of vital and growing 
importance. Through the country, owners and mana- 
gers are effectively rejuvenating older buildings to 
meet a demand for attractive modern office structures 
which cannot under present conditions be met by 
completely new construction. 

In a city noted for much fine work of this kind, 
there has been under way for some time one of the 
most extensive and interesting office building reno- 
vation projects ever undertaken. William Zeckendorf, 
president of Webb & Knapp, Inc., anticipating a 
boom in central Manhattan in the building of new 
office space after the war, undertook to capitalize the 
full value of the location of 383-385 Madison Ave. by 
one of the most extensive and practical conversion 
and renovation jobs ever undertaken in an_ office 
building in New York. 

Renovation of the twin buildings was of a pretty 
general nature, but the lobby was the place where a 
major operation was performed, and where the 
results are naturally bound to be most obvious. Here, 
the idea was to unify the two buildings by turning 
split lobby areas into one. There had been two en- 
trances and two barrel-vaulted elevator lobbies and 
elevator banks. A large cigar counter running across 
the elevator bank choked the small common lobby 
reducing it to a mere passageway. Furthermore, the 
central supporting steel included not one column 
but two (because the building was built as two units) 
and these were spaced three feet six inches on centers. 
This left wide dead space right in the middle of the 
lobby. 

The building, however, was unusually modern con- 
sidering its erection date. A dominant lobby, full air 
conditioning, a changeover from DC to AC, renova- 
tion of elevator cabs and doors, of rest rooms, and 
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Restoring youth 


sand and steam blasting of all street fronts would 
make 383-385 as modern as any structure in the city. 
The building veneer of straited limestone slabs was 
also modern and attractive. 

Zeckendorf's idea seemed impossible, however, with 
that great double column mass of steel blanking out 
the light right in the center of the building. A pre- 
liminary engineering study set the key for the entire 
design. 

Although a very ticklish operation, it was found 
feasible to remove one of the two columns. New 
grillages and footings were prepared nine feet below 
the basement level. One of the existing columns was 
strengthened with huge plates of new steel. A four 
foot six-inch horizontal girder was installed right up 
under the moulding, that is three stories off the 
street. The full load of the building was then trans- 
ferred onto this new girder and supporting column, 
testings were made, and the second column burned 
out leaving the full load permanently on the new 
column. The load was transferred to the new column 
without even a plaster crack appearing! 

This new steel created an openness and lightness 
around which it was now possible to execute a design. 
A new steel framing plan allowed the cutting out of 
second and third floor beams clear back to the eleva- 
tors, permitting a fine large lobby to be conceived. 

The space now needed some big single element to 
dominate it and to set the design, and into this space 
went selective controlled lighting. This system neces- 
sitated the creation of a special ceiling, in itself a new 
architectural form, which the designers called a Hex- 
crate. The hexcrate is composed of 6-inch hexagonal 
cells marshalled in honeycomb strips lying flat over 
the elevator loading corridors and curving upward for 
two and three-quarter stories over the lobby proper 
to meet the great street window. This hexcrate ceil- 
ing, as well as the lighting system behind it, is hung 
from an intricate network of horizontal and vertical 
channels, the latter foiliowing the curve of the Hex- 
crate all the way down. 

Changing colored light electronically controlled by 
the sunlight to provide cool light in summer and warm 
light in winter plays down through the Hexcrate ceil- 
ing on the simple architectural design below. The sys- 
tem can produce fixed patterns of light, constantly 
changing and fusing patterns, static patterns around 
which changing patterns can flow, or special effects 
for certain occasions. It introduces a new concept of 
the part colored lighting can play in the daily environ- 
ment of people’s lives. 

The newly cleaned shot-sawn limestone which covers 
the front of the building blends into the lobby through 
the glass and street window to form the north, south, 
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to a major office structure 


What Webb & Knapp have done in renovation of 383-385 Madison Avenue, New York 


and east walls. The street window is a huge expanse 
of plate glass, approximately 4o feet high and 4o feet 
wide, divided into sheets by stainless steel columns and 
mullions. Some of these glass sheets are the largest 
in the city—16 by 11.8 feet. Entrances are provided 
by two sets of glass revolving and Herculite swinging 
doors. The floor is plum pudding colored terrazzo 
carefully studied for its action with and absorption 
of the colored light. 

The double bank of elevators is housed in vertical 
ribbed extruded aluminum sheets. These too have 
been studied carefully for color effect and act as a con- 
tinuation of the ceiling. The street side of this alumi- 
num wall contains the building directories. The names 
of the tenants have been set in type, printed on clear 
acetate, and placed between two sheets of heavy 1-inch 
plate glass, the back surface of which is frosted, and 
back-lit by a shadow-box. The result is as though the 
tenants’ names hae been cast into the glass. 

The elevator floor indicators are of 1-inch Plexiglass 
with the floor numbers carved on them. When the 
car is idle this is all crystal, but when the car is being 
indicated or in use, a red light edge-lights the carved 
numbers and makes them glow red. The elevator cabs 
are walled in the same ribbed aluminum as the ele- 


The new entrance 
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vator enclosure walls. Herculite doors on the north 
and south walls enter directly into the banking space 
adjoining. 

Rollo Gillespie Williams, inventor of Rollocolor, is 
an outstanding practical lighting expert. His selective 
controlled lighting system for the lobby will produce 
over 500 different shades of color at desired intensity 
and for various time cycles that can be automatically 
pre-set. 

Behind the curved Hexcrate ceiling are batteries of 
lighting strips divided into forty-eight electrical unit 
areas each 25 square feet in area. Five hundred dif- 
ferent colors can be produced in each of the forty-eight 
areas independently of all the others. The ceiling, 
therefore, can be flooded with one solid color, part can 
produce static light while another part is in motion, 
or very complicated fusing color designs can be pro- 
duced. 


Webb & Knapp, Inc. gives credit for the results to 
Paxton, Krueger & Associates, Inc. in association with 
Norman Bel Geddes, for their breadth of conception 
as designers of the lobby, to Rudolph C. P. Boehler 
and Albert W. Lewis both of Webb & Knapp, Inc., as 
architects (the latter recently retired) , and to the engi- 
neers, the general contractors, and sub-contractors. 


. a # ie z a a eee 
ee | 
d 
y: 
aS : 
h 
at 
e- 
re 
id 
Ww 
Ww ~ 
as q 
ur 
ip 
ne 
1S- q 
n, = 
od 
WwW 
in Sear 
SS 
n. 
of 
‘a- Fi _— ge + : “ <r 5 
ce i . : : a2 a a " fe 
1 te a ara re : i = 
Ww 3 a kg a | s ee = “ 4 s a é os | 
=X- Z : E Pic —_ ; = ba e Ay ’ Lk oy a, if ; 
oe rr aw H * re (ie ek te o ; 
a ee ee ee | 
a Soa - # 3 : * nm? Pig aes i. i” Bae . 
er . 4 : aa fi ree? r, ‘Seer eae as : Ate! ite " =4 
eee | neuen ee 
P -_: FS J) ' Oak eg tat re 
? ae vege 9 eT a BP id be 
er £ ; De: af” te Tae i Pose eyo Sas | } 5 | 
° & ed — ad rag ; j y, ey Pee rl pees, BP i} i : - ‘ 
‘il- é pat meee, g eee oof 4 eee oer, Pees 4 ¥ 
; “ Suey PEEP MMM PEPER RE EE es BRR Eee ea» : 
ng SE EERE AE ee | : _" 
] 3 ees 4 sees FSS eee, af vee Ppa kJ } hes ee vi / 7 ta 
ee : i ia eee Sy , SOS SSS a Ff re Ee se kk. ey “te Ped 
™ Ne ; ee i ass Raiy iy FS a pity Pee eS Ee * Sey ra “4 ‘ z : 
2x- . 2 a ee ee ee | ; 
| Ree eer oe ; 
aN ba eee Sy ae BD PS Ss SII a «ee 2 . jig 
, . Te eerie ee: po a Satz ners me 
by a coment Se ERIE EE . 
rm s s saa RT eat rs ae ye SS Sal al _ Mesa 
: Pi ae SFiS PPR : fai no ae Pr edit > rete’ 
>i] . ce a ine. a= i a ae. 4 lh: 
> 1- one ee eS sare : i 
y S- : : : % = p a ee ; é ¥ oe ‘. —— i ere 
nd % ag 4 a ag a = 7 EB De; ae —_ :| F 3 an 
sie of a 2 Te a . j 
yn- = my ie < wh A . a 
#2 - e a . peo la ; a eee ae | porte . aaa. fos 
a = . Re a ieee = me * a om : oe ” ‘ E : 
gh A pee a : ee a a 
th, — "SR % 
51 FS OFFICE MANAGEMENT AND EQUIPMENT 29 | 
me | ee hs i a i 7 elle wer bit “a Pe 
j - le = ae = f be a rl 3 ae a 4 % See 1 ss a a Us 
: 3 ; a Ve oo a ae i epee ae pa { 
¥ Oe a oe a a” 


dent of Cleveland Chapter of SAM; Leon J. Dunn, Veeder-Root, Inc., Hartford, Conn., president of SAM; 


py Three of Society’s heads. From left: Walter J. Rubin, Hydraulic Equipment Co., Cleveland, Ohio, presi- 
is Dillard E. Bird, management consultant, Westfield, N. J., immediate past president of the Society 


and general chairman of conference 


SAM examines costs, productivity | 


Human relations is another problem studied in intensive 
fall meeting of Society for Advancement of Management 


TWENTY-SIX sessions on productivity, cost reduc- 
tion, and human relations made up the annual Fall 
Conference of the Society for Advancement of Man- 
agement, which took place at the Hotel Statler in 
New York on November 1 and g. 

Close to 1,800 management executives registered 
for the sessions devoted to their spheres of interest, 
and attended the annual banquet, where they wit- 
nessed the presentation of the Frederick Winslow 
Taylor Key for 1951 to Dean Donald K. David, 
Harvard University Graduate School of Business Ad- 
ministration, in recognition of his outstanding con- 
tributions to the management profession. ‘The Society's 
Human Relations Award for 1951 was presented to 
Glenn L. Gardiner, vice-president of Forstmann 
Woolen Co., Passaic, N. J. 

Leon J. Dunn, Veeder-Root, Inc., Hartford, Conn.., 
president of the Society, said of the conference: “Better 
human relations is a continued must for business, and 
of course greater productivity at lower cost is always 
one key to our country’s successful future. These ideas 
are not all new, but some of the ways to make them 
materialize will be new and may very well evolve 
from the kind of pioneer thinking SAM conferences 
promote.” 


OFFICE MANAGEMENT AND EQUIPMENT 


Many of the papers presented at this conference 
had direct application to office personnel and practice, 
while others directed to the interest of plant manage- 
ment, could be considered to have an office interpre- 
tation also. 

Of interest to the office people were the following 
papers: “The Use of Work Measurement in Budget- 
ing’, Henry P. Dolan, Curtiss-Wright Corp., Wood- 
Ridge, N. J.; “Cost Concepts for Executive Decisions”, 
Dr. Joel Dean, Columbia University Graduate School 
of Business; “Practical Values of Organization”, R. 
E. Gillmon, Sperry Corp., New York; “What Makes 
Successful Executives”, Dr. Burleigh B. Gardner, So- 
cial Research, Inc., Chicago; “Psychology in Business”, 
Dr. Alfred J. Marrow, Harwood Mfg. Corp., New 
York; “Executive Inventory and Delevopment”, Clar- 
ence B. Caldwell, Sears, Roebuck & Co., Chicago; 
“Programming Executive Development”, George B. 
Corless, Standard Oil Co. (N. J.) with the collabora- 
tion of A. G. Lewis, Esso Standard Oil Co., both of 
New York. 

Also “ Basic Human Relations”, Mason M. Roberts, 
Frigidaire Division., General Motors Corp., Dayton, 
Ohio; “Management Philosophies of 1951”, Glenn L. 
Gardiner, Forstmann Woolen Co., Passaic, N. J.; “Cur- 
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View from a balcony of one of the sessions 


rent Trends in Management Philosophy”, Dean Don- 
ald K. David, Harvard University Graduate School 
of Business Administration and “Today's Challenge 
to Management”, Dr. George S. Benson, Harding 
College, Searcy, Ark. (The addresses of Mr. Gar- 
diner and Dean David were made at the banquet.) 

Also “Setting Standard for Executive Compensa- 
tion,” Andrew R. Towl, Harvard University Gradu- 
ate School of Business; “Salaried Personnel Planning,” 
Merle C. Hale, General Motors Corp., Detroit, Mich.; 
“Recruiting and Developing First Line Supervision,” 
Ernest H. Reed, International Harvester Co., Chicago; 
“Uses of Tests in Selection of Supervisors,” Dr. Her- 
bert H. Meyer, Psychological Corp., New York; and 
“Evaluating the Effectiveness of a Supervisory Pro- 
gram,” Taylor M. Rushing, The Texas Co., New 
York. 

After accepting the Taylor Key from Mr. Dunn, 
Dean David said that in return for the freedom which 
democracy extends, it places large responsibilities 
upon the individuals manning its key economic posi- 
tions. 

“We are beginning to realize that the business man 
is as much a public servant as the doctor and that 
he must not only develop professional skill in the 
management of his business, but also exercise that 
ability with a professional sense of responsibility,” 
Dean David said, adding that management’s common 
objective must be the development of a type of busi- 
ness management which is professional in both its 
skills and its acceptance of responsibility. 

Dean David pointed out that there is a critical 
difference between “just having a job” and having “a 
good place to work.” It was up to management at all 
levels to make employees feel they have a good place 
to work by permitting them to participate in com- 
pany activities as members of a team. Urging as a 
goal for management the creation of a working at- 
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mosphere in which the employee can find job satisfac- 
tion, Dean David warned his audience that this could 
not be done by “putting new draperies in the ladies’ 
room, or building a new employee recreation center.” 

The Frederick Winslow Taylor Key has in other 
vears been presented to Herbert Hoover and to Gen- 
eral Brehon Somervell, president of the Koppers Co., 
Inc. Other awards made at the conference were the 
presentation of the Emerson Trophy to the Milwau- 
kee chapter as the outstanding SAM chapter of the 
year, and Membership Key awards to membership 
promotion chairmen for their work in various 
chapters. 

Dillard E. Bird, management consultant and imme- 
diate past president of SAM, was general chairman of 
the conference committee. 


Dr. Alfred J. Marrow, president of the Harwood 
Mfg. Corporation, New York, speaking on “Psy- 


chology in Busi ” at the conference 
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Up these steps went 90,000 visitors to the Show 


Thousands view Business Show; 


Forum studies 


THE OFFICE MACHINE, equipment and supply 
industry, with its vital bearing on the nation’s ex- 
panding defense economy, has been brought into 
sharp focas at the National Business Show, held for 
six days at Grand Central Palace beginning October 
22. Close to go,000 office people, office equipment and 
supply dealers, and others interested in the office 
viewed the newest items of more than 100 manufac- 
turers. 

The Office Week Forum, devoted to the managerial 
side of the office in all its phases, and sponsored by 
the Office Executives Association of New York, was 
again held during the Business Show with the coopera- 
tion of such organizations as the National Association 
of Cost Accountants, the Systems & Procedures Associa- 
tion of America, the Records Management Association 
of New York, the Just-One-Break Committee of New 
York University-Bellevue Medical Center, the Ad- 
visory Council on Business Education for New York 
City, the New York Personnel Management Associa- 
tion, and the Transcription Supervisors Association. 
Each of these groups arranged programs of talks bear- 
ing on its field of interest, and designed to orient 
Forum audience on the latest thinking in that field. 

The New York Personnel Management Association 
merged its regular monthly meeting with its session, 
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vital problems 


presenting Dr. Gordon P. Whitcomb, a personnel ex- 
ecutive for American Cyanamid Co., and Hiram S. 
Hall, vice-president of the Bigelow-Sanford Carpet Co. 

Speaking on “The Current Status of ‘Technical and 
Scientific Manpower’, Dr. Whitcomb stressed the im- 
portance of encouraging high school graduates to 
enter technical professions, and explored with his audi- 
ence some of the ideas advanced as a means of increas- 
ing training and use of technical and scientific man- 
power for all branches of industry. 

With the subject “Can Wages Be Stabilized?” Mr. 
Hall pointed out that “there is no intention to apply 
absolute wage freeze any more than to apply an abso- 
lute price freeze.” 

Mr. Hall described the duties of the Wage Stabili- 
zation Board and its policies. He also presented a 
picture of the wage problem from 1949 (relatively 
stable) , through 1950 (turbulent) to the present time, 
when WSB is faced with the two-part job of un- 
scrambling the 1950 “mess”, and drafting policies 
which will “insure long-range stability in the wage 
field and contribute to the nation’s anti-inflation 
and mobilization effort.” 

The Records Management Association of New York 
presented three speakers to handle the subject, 
“Records Management—Whose Responsibility?” 
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Minot Bridgham, member of the Coordination 
Division, Metropolitan Life Insurance Co., with 
Captain Henry Malmquist, management Staff, 
U. S. Air Force, at the Armed Forces manage- 


ment staff exhibit at the Show J. W. Haslett, Shell Oil Co., was a Forum speaker 


Leta J. Stroben, Globe-Wernicke Co., presented the OFFICE 
supervisor’s viewpoint. Management’s responsibility WEEK F UM 
was discussed by Jules M. Graubard, Bache & Co., 
followed by Dr. Robert A. Love, School of Business, 
City College, New York, who spoke for the schools. 

Miss Stroben pressed home the necessity for a dy- 
namic type of supervisory leadership—supervision 
that would go beyond the requirements of every-day 
management. The supervisor's job must not stop at 
fundementals, she said. 

“She is as much responsible for extending herself, 
as part of management, into the know-how of the 
business as she is for training her staff,’ Miss Stroben 
said, adding that such an individual is in an ideal 
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Displays ... 


spot to observe duplication of work and eliminate it. 

Miss Stroben pointed to the work of the Records 
Management Association as offering a medium for 
learning new techniques. 

Mr. Graubard urged management to take the fullest 
advantage of its supervisors and department heads in 
the development of revised policies. He called for a 
“face-to-face” relationship with the staff, “rather than 
leaving problems to less busy lieutenants who have 
little, if any, say in formulating policy.” 

Dr.Love saw the school’s responsibility as “that of 
working with full cooperation from leaders and the 
Records Masagement Association to introduce and 
supervise training programs designed to raise the 
work of records management to the professional status 
justified by its importance in our business economy.” 
He cited job skills and performance ability; ability to 
improve; knowledge of alternative procedures and of 
the policies underlying them; the interchange of in- 
formation; and standards for personnel as being five 
pre-requisites to the establishment of records man- 
agement on a higher professional plane. 

Voicing the opinions that the future of records man- 
agement depends upon the growth of individuals in 
the field, and that their development is a responsibil- 
ity of education and training, Dr. Love said that 
responsibility for education and training should be 
shared by the business community and the college. 
City College, he pointed out, has for years carried 
out “an elaborate program of practical training 
adapted to the needs of groups in a particular type 
of work or industry.” 

“Training—the route to professional recognition 
—depends up’ the nature and extent of your co- 
operation with the educational institution,” he 
declared. i 


‘TROLL NACA SPEAKER 

In his talk, “The Value of Cost Accounting to Small 
Business”, Stephan V. Troll, Mailer & ‘Troll, speaking 
under the auspices of the National Association of Cost 
Accountants, revealed the pitfalls confronting the 
small business man, whom he identified as being the 
employer of less than 100 persons. 

“It is a fact, Mr. Troll said, “that small business 
makes very little use of cost accounting, whereas big 
business is continually developing, improving, and 
expanding it.” 

Mr. Troll tackled in detail the five usual reasons 
why small business men do not employ cost accounting 
methods and then presented seven cost accounting 
devices for small business. 

Mr. Troll saw the desire on the part of small 
business for government contracts as a motivating 
force for the adoption of cost accounting, because 
“one needs cost accounting to obtain a government 
contract and to perform it . . . one has to be quite 
sure about pricing and delivery terms before bidding 
or quoting on a contract.” 

The Systems & Procedures Association of America 
was represented at the Forum by J. W. Haslett, Shell 
Oil Co. In a talk titled “The Vanishing Office”, Mr. 
Haslett said that the greatest problem of the systems 


OFFICE MANAGEMENT AND EQUIPMENT December, 1951 


k 
t 
C 
s 


ao a 
ie 
ees eo a ae oer” eo eS ra 
Pees a ee ret cn ict a Sa ery ni . 
: ‘2 — - : J “a z ear ° tht " — oe an 
aa ad _ os i ot __aees NS 
a eral « eS a a 4 i a ae = Res é 
Le een See ie 4 Se Goer sinc: | i of 
me 2 ae ‘ 
ee ree ee a ee ae << Military Fete - 
one 7 } oe me “a 4 0 he 
. 4 —_ ; shies + 
a oe a ee ae pee kee 
, 7 i a a at 
fs ye" ‘ . Be, a neh: ae 5 j "4 7 a ie y 
a . pe | : 
» aa ie® ¥ - ia See ™ 
— _ ae 
: i 2 hues anes es = & - 
i o— — E. — ee , SS o 
; ee r: ee re ie ala : Pe 
7 slg — Re | ee lag MS eh Ri 
: ee  . é ' 
4 a si a 4 . a ES eee ~ - ee 2 n 
, ¢ See. 4 LS ee, | ‘ ees Ss 
‘ . ® ar ie Pe AN Vi ae 
, . 4 : hh eee | 
a % i, i\nec me @ | i “i 
P a » i ae 4 bi: ae | is i 
: oe: = = ae “ff —— 
‘ : 2 4 i i 4 r ee 4s : ee © N 
: ee Pe . ; a =i oy A 3 ae a5 
= s a! Sn 8 
- =. ee a : ome: Whe gies 
ase a ‘ “ > Pe ain 5 f ee 
a a i i gee? ra : EY 
Fe _ moses 2 4 : ¥ me 2 : 
Bi, eg ae ia a ay j 2 
i, eo en ite | : . 4 
ie ee pO oa : aa a 
3 ] 7 * a ed pe ( 
6) ’ . . ore a | 
oP ae ~~ S a a 1 
aa te ke, spell ar ye BE a) 
red 7 ct aia hae Ee aa ve 2 ; eS 
ese 7 a ue y 04 a ee mi ( 
; y 4 ,: ; Q Ee a : ae = ue : ape hk ; E L | 
tae a nn a eS eer 
‘ e ae & Pe : . Car? " geod “ ay ei am A 
; re Bye ‘ ee . 
F ia : P ; Ry ~~ v = ’ ae eit Ge a 
4 t Se *e) a > “ " 4 
2 iy iA el | 
Z. Ve eS) Ie 
Pi E cd ta . 4 Re “a © E é 
<7 ‘ 7 beg a) ae. j zs y wg - : ‘ . 
hat “¥ 4 : 7 Me ir AM “et = _ t) . £ 4 oe: 
: 7, @ ra 2 ie a 
his = es ae — -n 
eS a. : aes | = 2 2 Se = 
fe ; Las R Eig Ss 
oP yh 4 . - °. gitar ae 
pele. - at = ape pete : 
an % ies re ie at ae e 
Ale oe Rey eee) 2 Gia mace e : 
a : ee 
an . 2 ee ee ics a “ see ae 
Se ee ~ $4 a Be oe" ano «86 
2 ; 1 tis, cP F . De: utes g 
é + : “were Ow po Ok eed ls ee 
7 Ras ut: : om af ee ey i ae 
* e. t PS a cE 3 = - mt 
# Bs 7. Re ~— Fee Se at © fier « a ‘ 
- \ = — 
7 : me peal a ae E . 3 
- eee |, Sa = 
So : ; - | aig ea ee ' ey: Coates 
oo : ; Se Se edt Se ee 
be ee, fs va ~ — . 
Pee 4 4 me aH ; 7 * ; 
7 i ~ ae 
eS Bs 1 
ae . 
if : q t 
: : 4 
ima 7 
ere A 
q = 34 eee 
Fs : 
if . 5 oe 2 NS Ds 
Pi E aia 30 ee ee ie “War q a ae se : sad ei. 
i 7 ae | bo SS Saas \ - Se 4 - 
¢ 1] Z en S - ras ie : pals il em J ae . 2 sie > he : ; 


specialist is to figure out the best way for business and 
industry to bridge the gap between the office of today 
and that of the future. Citing two extreme concepts 
of what the office would be like in the future (the 
office is seen by some to be now in a fairly static 
state, with no great changes taking place in the fore- 
seeable future—others see the office giving way to an 
“administrative control room, electronically oper- 
ated”) Mr. Haslett saw an orderly evolution some- 
where between the two for which the systems man 
would be responsible. 

In a series of predictions, Mr. Haslett saw full recog- 


a we US Ur 


l i A ries 
nition of the profession of the systems specialist; em- 

phasis placed overwhelmingly upon the proper util- 

; ization of office equipment, “since manual mthods in 


office work will have gone the way of hand work in the 
plant”; a new trend toward centralization of office 
operations; machines developed to take care of the 
needs of small business as well as large; and the pos- 
sible elimination of paper work. 

“Instead of a piece of paper representing each 
business transaction, there may be substituted some- 
thing like an electronic impulse, regardless of the 
distance between points of origin or reception,” he 
said. 


PLACE OF THE HANDICAPPED 

The Just-One-Break Committee of the New York 
University-Bellevue Medical Center sponsored a panel 
discussion of the subject. “Manpower Sources tor 
Office and Factory”. The panel was composed ot 
Walter C. Goodkoop, Ford Instrument Co., Division 
of the Sperry Corp., representing the employer; George 
L. Stone, Position Securing Bureau, Inc., representing 
the employment agency; Dr. Howard A. Rusk, Chair- 
man, department of Physical Medicine and Rehabil- 
itation, New York University-Bellevue Medical Center, 
representing the medical profession; Mrs Claire V. 
Rider, employment manager, J. C. Penny Co., for 
supervision; and Henry P. Sayer, Compensation Insur- 
ance Rating Board, representing insurance liability. 
Moderators were Orin Lehman, Lehman Bros., New 
York, and Henry Viscardi, executive director of the 
J.O.B. Committee. 

The feeling born of this discussion was that there 
is growing acceptance of handicapped persons in 
business and industry. Many inquires from the floor 
indicated a desire on the part of many individuals to 
pursue the possibility of absorbing handicapped help 
and thus solving, at least to some degree, the problem 
of the tight labor market. 

Mrs. Rider pressed home the importance of gettting 
“the whole-souled cooperation of the supervisor—the 
fellow who has to produce for management.” 

“How Education Meets the Current Needs of 
Business” was the subject of a lively panel disccusion, 
with Dr. James R. Meehan, chairman of the Depart- 
ment of Business Education, Hunter College, New 
York as moderator. The panel was made up of Elmer 
Helm, Shell Oil Co.; Harmon Martin, National City - - « often novel, but always interesting. 
Bank; George W.—Commercial Assurance Co.; Dr. 

Peter L. Agnew, New York University; Hamden L. 
(To page 78) : 
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In the new private office of A. C. Howard, president of Globe-Wernicke Co. 


When a furniture manufacturer 


gets a new office— 


WHAT SORT OF OFFICE does an office furniture 
manufacturer aim for when the office is to be his own? 

An illuminating answer to this question can be 
found in the recently completed private executive office 
of A. C. Howard, president of the Globe-Wernicke 
Co., Cincinnati, Ohio. This fine office is a striking 
example of the present trend toward greater function- 
al utility for office equipment combined with more 
eye-appealing beauty. Designed by Donald Deskey 
Associates of New York, office equipment, sliding 
panel cases, and wall paneling were all manufactured 
by Globe-Wernicke’s Wood Division. Every item is 
styled for practical, everyday use. 

Among the points this private office emphasizes is 
the effectiveness of contrasting but restful deep colors 
with pastel shades. This is shown particularly in the 
use of contrasting light and dark for the walls. The 
rich cocoa brown pebble-grained finish of two adjacent 
walls is broken by a series of colorful Currier and Ives 
hunting prints in modern blond frames. The third 
wall is handsomely finished in genuine matched-grain 
dark walnut paneling that extends to the top of the 
entrance door. The remainder of the wall above this 
paneling is soft gray in a pebble-grain finish. A match- 
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ed-grain walnut wood valance mounted at the top of 

the paneling and extending the entire width of the 

wall conceals the indirect fluorescent lighting. Large 

windows with gray frames take up the greater part 

of the fourth wall. Beneath these windows, concealed 

by matched-grain sliding walnut panels, are radiators, 
(To page 80) 


Another aspect of the oflice 
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new things in the news 


TEN KEY KEYSET DECIMAL TABULATION 

is featured in the new Underwood All Electric Fan- 
fold Writing Machine. The tabulator enables rapid 
positioning of the carriage to predetermined decimal 
locations to speed billing operations, and is located 
in the normal area immediately above the keyboard. 
Uniform type impressions are automatic, and ten 
pressure control settings give any desired number 
of carbon copies. Other features include electric 
intermediate and full carriage return control, palm 
tabulator, adjustable form measuring gauge for ac- 
curate form removal, pivoting transparent form cut- 
ting knife, choice of floating sheet or roll carbon 
paper and complete application flexibility. The new 
machine with automatic carbon retraction is retailed 
at $575. Underwood Corp., | Park Ave., New York. 


TIME RECORDER COMPANY 


ate 


“WELL DONE!" 

E. |. Knox (right), representing the Dayton Stencil 
Works, Dayton, Ohio, distributor of Cincinnati Time 
Control Equipment, receives congratulations for an 
outstanding sales job from C. F. Steinmetz, vice-presi- 
dent in charge of sales, The Cincinnati Time Recorder 
Co. The ceremony took place during the three day 
sales meeting recently held by the company at the 
plant and the Cincinnati Club. Carl K. Geiringer, 
president, presented the new, 1952 line of time 
control equipment deigned by the firm, and soon to 
be released for production. 


EXPLORER AND EXPLOITER 
Commander Artillio Gatti (left), famous Italian ex- 
plorer, and A. Donald Brice, advertising director of 
Dictaphone Corp., New York, discuss a promotional 
tie-in between Cmdr. Gatti's 12th African Expedition 
and the Dictaphone Time-Master machine. All com- 
munications between the Gatti safari and the outside 
world will be recorded on Time-Master Memobelts. 
Advertising, direct mail and publicity will be used to 
promote Time-Master's mobility and versatility. 


FIBERGLAS DRAPERIES 

which are designed not to deteriorate under exposure 
to sunlight, are available from Owens-Corning Fiber- 
glas Corp., 16 E. 56th St., New York 22. Made of 
glass yarns, the draperies are translucent and admit 
a soft, diffused light. Where fire safety is essential, 
Fiberglas draperies can be hung without being flame- 
proofed since they are permanently incombustible. 
They can be easily washed and hung wrinkle-free 
while damp. The pattern pictured here is "Kashen,” 
available in green or red on a white background. 
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NEW STANDARD TYPEWRITER 


INCREASING DEMAND 
for office labor-saving devices has resulted in many 
expansions by manufacturers and, in line with this 
trend, a new ultra-modern plant has been built at a 
cost of more than $2,000,000 by Speed Products Co., 
Long Island City, N. Y., for the manufacture of 
Swingline stapling machines and stationery special- 
ties. The plant, to be opened officially in January, 


The new R. C. Allen Standard Typewriter is now 
available for prompt delivery anywhere in the U. S. 
It has the Wonder Window, which enables the 
operator to see just where the margin is set at all 
times; an easily removed cowl for type cleaning and 
ribbon changing; a line space lever that requires only 
a minimum of pressure; built-in, adjustable card and 
paper holder; personalized touch control, individual 
key action tuning, and many other features. It is 
available with 11, 12, 14, 18, 22 or 26 inch carriages. 
R. C. Allen Business Machines, Inc., is located at 678 
Front Ave., N.W., Grand Rapids 4, Mich. 


NEW ASPHALT TILE PRESERVER 

is shown being applied at Griggs, Cooper & Co., St. 
Paul, Minn., food processing firm. The company used 
to wax its floors twice a month; now the new tile 
preserver is put on but once a year. Described as 
a penetrating and surface sealing asphalt tile pre- 
server, and made by Multi-Clean Products, Inc., St. 
Paul, Minn., the material is claimed to effect a saving 
of from 15 to 20 hours of floor maintenance time a 
~ to say nothing of the saving realized in mate- 
rial. 


will employ some 1,000 workers when full production 
is attained. It is located in Long Island City from 
32nd Place to Vam St. between Queens Blvd. and 


Skillman Ave. 


NEW CONFERENCE TABLE 
that is 24 inches high, thus "a much better height," 
says the manufacturer, "than our 30 or 31 inch con- 
ference tables because it doesn't create the psycho- 
logical barrier that higher tables do," is being dis- 
tributed exclusively by Herman Miller, | Park Ave., 


New York. Made by Hansen of Copenhagen from 
designs by Peter Hvidt and O. M. Nielsen, the table 
is made of beech with teak top and insets. It is 
94!/2 inches long by 31'/2 inches wide. Called Model 
6972, it is retailed at $230. 
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new things in the news 


DASHEW PORTABLE CALCULATOR 

is now available for immediate delivery, Dashew 
Business Machines, Inc., announces. The machine 
weighs eleven pounds; is capable of practically all 
mathematical functions performed on large machines. 
It measures 7 inches by 7 inches. The ten-column 
portable is retailed at $169.50. Dashew Business Mach- 
ines, Inc., 847 No. La Cienega, Los Angeles 46, 
Calif., and Grand Rapids, Mich. 


NEW REGISTER 


NEW KEYLOCK CALCULATOR 


is now a part of the line of Keydrive Adding and 
calculating machines made by Plus Computing Ma- 
chines, Inc., 5 Beekman St., New York. The keylock 
machine provides instantaneous bell warning upon 
mis-operation, locking entire keyboard except for 
column in which mis-operation occurred. Upon the 
correct depression of the mis-operated key thus lo- 
cated, the whole of the keyboard is then locked and 
further operation is prevented until it is freed by 
depression of a key release button. All models of 
Plus adders and calculators are immediately available 


for delivery. 


PUNCH CARD RECORDING 


for the small user, featuring the Boeckeler Needle- 
sort edge punched cards, has been developed by the 
Boeckeler Instrument Co., P.O. Box 181, Tucson, Ariz. 
The cards are of the marginally punched type, three 
margins of which are punched with holes which may 
be separated into groups or "fields". Within any 
field, each hole is individually coded to meet the 
requirements of the particular information to be re- 
corded. The procedure for recording information is 
that of punching out to the edge the indicated holes 
in each field, using the hand punch supplied, accord- 
ing to the information on the card. A selector needle 
is also supplied for use when referring to any par- 
ticular information, which has been jor punched on 
the card, picking up only those cards which have not 
been edge punched in that particular location. 
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finished in two-tone gray to harmonize with all sur- 
roundings, has been introduced by Moore Business 
Forms, Inc., 100! Buffalo Ave., Niagara Falls, N. Y. 
The new register has a smooth top for smooth writing 
and a crackle finish for durability. It features the 
firm's exclusive lever operation, whose construction 
permits more attractive “counter-sinking" and re- 
quires less counter space. Other features include a 
warning bell which rings when the carbon should be 
changed, and a_ positive refolding device which 
eliminates the troubles frequently caused by the con- 
ventional “gravity refolding” method. The register 
is available in a wide variety of form sizes from 4 
inches by 6 inches to 8!/2 inches by I! inches. 
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NEW THERMO-FAX DULICATOR 

making use of infra-red light, is the latest product of 
the Minnesota Mining and Mfg. Co., 900 Farquier 
St., St. Paul, Minn. About one-third the size of an 
office desk, the copier operates on 110-volt alternat- 
ing current, and needs no dark room, no special 
masters, no negatives, and no developing or drying 
copy. A single sheet of text, written or drawn mate- 
rial can be copied in ten seconds. The company re- 
ports that the average user is able to copy over 120 
sheets per hour. The machine sells for $525; special 
paper sells at $4.04 to $5.05 a hundred sheets, de- 
pending on quantity. 


AUTOMATIC ELECTRIC STAPLER 

called the “Staple has been introuced by The 
Staplex Co., 68-72 Jay St., Brooklyn 1, New York. 
The portable unit has no fixed timing or operating 
cycle and work may be fed to it at any desired rate. 
It weighs 12'/2 pounds; plugs into any electric outlet. 
Stapling position on the work is adjusted by turning 
a knob and stapling point is always visible. Reloading 
is accomplished by slipping strips of standard type 
staples in from the front without removing any parts. 
Business office, mailing room and duplicating depart- 
ment applications are illustrated in a booklet which 
may be obtained by writing to the firm. 
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TARGET PUNCH-REINFORCER 
Stationers Supply Corp., 82 Wall St., New York, has 
introduced its new Target Punch-Reinforcer, designed 
to punch holes in loose left sheets while at the same 
time reinforcing them. The steel office machine can 
also be used as a simple punch without reinforcement 
by pressing a small lever. The two-hole model is 
retailed at $14.50; Target Reinforcement Tape at 75 
cents per roll, six rolls to an airtight container. A 
three-hole version of the Punch-Reinforcer is now 
being developed by the company. 


JUNIOR PERSONAL FILE 
The Amberg File & Index Co., Kankakee, Ill., has 
developed the Amfile to meet a growing demand for 
a smaller personal file. It measures 7!/2 inches by 
7 inches by 5 inches and can be tucked away in 
a bureau drawer or in a small space on any shelf. 
The Amfile is equipped with 24 patented "cushion" 
type folders, alphabetical, monthly, and nine plain 
ones to which can be affixed any of the 73 special 
gummed labels that are furnished. Insides of folders 
are ruled for use as budget, expense or other rec- 
ords. There are two models: Style 775, of steel in 
“craftsman copper" finish, retailing for $5.40; and 
Style 705 finished in mottled leatherette in shades 
of red, green or tan, retailing for $2.70. 
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TAPE DISPENSER AND CODER 

Better Packages, Inc., Shelton, Conn., recently intro- 
duced its new Code Taper 120, a machine designed 
to imprint selected information on sealing tape, dur- 
ing the same interval when tape is being discharged 
by dispenser. The Code Taper requires only one feed 
stroke to measure, moisten, dispense, cut and code 
tape. It uses removable rubber type. It is available 
fer printing 3 inch tape and can be adjusted for 
printing 1|'/2 inch, 2 inch or 2!/) inch widths, either 
from type or printing mat. Special Code Taper ink 
may be obtained from the firm for coding in one 
color, or any combination of black, blue, purple, red, 
green and brown. 


FIVE ACTION NUMBERING MACHINE 
Wm. A. Force & Co., 64 White St., New York, has 
announced the addition of a five-movement machine 
to its line of hand numbering and dating machines 
for office use. The new Force 5 Action Hand Num- 
bering Machine contains two extra movements for 
triplicate and quadruplicate in addition to the stand- 
ard consecutive, duplicate and repeat movements. The 
machine will be made in two styles, “W'" (Roman) 
and "P" (Gothic) in the six figure wheel capacity. 
Simultaneous with the announcement of the new 
machine, Force increased the guarantee period on its 
Hand Numbering Machines and Metal Daters from 
one year to five years. 


RIGHT-O-LEFT TYPEWRITER PLATFORM 
which is designed to permit the conversion of any 
standard office desk, single or double pedestal, wood 
or steel, with an I1'/p inch by 14 inch pedestal open- 
ing, into a tyepwriter desk within a few minutes has 
been developed by the Hoosier Desk Co., Jasper, 


Ind. The platform is available in both oak and walnut 
finish. 


AUTOMATIC GRAPHOTYPE MACHINE 


that is controlled entirely by perforated tape, there- 
by eliminating manual operation of the Graphotype 
keyboard, has been developed by Addressograph- 
Multigraph Corp., 1200 Babbitt Rd., Cleveland 17, 
Ohio. This method of operation is designed to in- 
crease the rate of production of embossed Addresso- 
graph plates for individual machines and in addition 
makes it possible, on multiple machine installations, 
for one attendant to supervise the operation of as 
many as ten machines at a time. The perforated tapes 
used in Automatic Graphotype equipment are pre- 
pared on either the Teletype Tape Perforator or the 
Flexowriter and are interchangable. 
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MACEY-FOWLER LUXURY OFFICES 
Another addition to the facilities offered for office 
executives intent on seeing the latest in office layout, 
decoration and equipment is the new Macey-Fowler, 
Inc. home recently established at 305 E. 63rd St., 
New York. Luxurious room displays of office furniture 
and thousands of square feet of open display of 
desks, chairs, and occasional furniture take up two 
adjoining floors in the Cassard-Romano Building. 
4] Shown here (top to bottom) are model offices fea- 
e turing steel furniture, leather and wood-paneled walls, 
and wood furniture. 
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NEW CARD FILE INTRODUCED 


A new card file was introduced by Diebold, Inc., 
Canton, Ohio, at the recent National Business Show 
in New York's Grand Central Palace. The unit will 
handle 32,320 five inch by three inch records (with- 
out guides). To motivate the unit and review the 
records for instant reference or posting, the operator 
simply touches a button. The unit handles records of 
varying sizes and is suitable for large concentrations 
of tabulating records where fast and frequent refer- 
ence is required. Diebold executives indicated that 
the new unit is currently in production and will be 
=_— announced to the business field in the near 
uture. 


COILETTE FOR PHONES 
is designed to keep phone cords in their place. 
Easily and quickly snapped onto the cord and keeps 
kinks out. Coils automatically into neat roll by the 
phone. Made by Huff Sales Co., 911 Western 
Ave., Seattle, Wash. 
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Annual conference emphasizes 
srowing importance of systems job 


By KIMBALL DARBY 


THE FOURTH annual conference of the Systems 
and Procedures Association of America, held in Chi- 
cago in October, has had a gratifying effect not only 
on the standing of the association itself, but also on 
the broad field of office systems work, according to 
A. L. Mettler, Electric Storage Battery Co., president 
of the association. 

“The acceptance which greeted the conference ex- 
ceeded our most optimistic hopes,” Mr. Mettler says. 
“I have been receiving congratulatory statements from 
a lot of people outside our organization indicating 
their satisfaction with a meeting that stimulated their 
thinkng and offered opportunities for expansion of 
their contacts for research.” 

Mr. Mettler pointed out that these expressions 
came from professional systems people who obviously 
now looked to SPA as the core of a continuing effort 
to raise systems work to a professional status. 

Close to 500 systems men and their associates were 
attracted to the three-day meeting at the Hotel Shera- 
ton, where the organization’s Chicago chapter staffed 
various administrative committees and played host to 
the other registrants. 

One of the featured speakers at the conference was 
John S. Coleman, president of Burroughs Adding Ma- 
chine Co. In his talk, “What Price Business Electron- 
ics?” Mr. Coleman pointed out that the computing 
phase of the electronic business installation has 
achieved greater development than had the two other 
vital phases, that of the input of the raw material and 
the recording of the results. Mechanical develop- 
ments have not kept pace with electronics, with the 
result that acceptance has been impeded. 

As an example, Mr. Coleman cited the feeding of 
paper which is limited to a maximum in the neigh- 
borhood of 1,000 lines per minute, whereas electronic 
computing can move at a rate of about 2,000 lines a 
minute. 

A panel of four men stimulated discussion of elec- 
tronics applications following Mr. Coleman's talk. 
These were William H. Clark, Price Waterhouse & 
Co., New York; R. M. Bury, International Business 
Machines Corp., New York; David V. Savidge, Univac 
Fac-tronic System, Remington Rand, Inc., New York; 
and Albert F. Wikes, Addressograph-Multigraph 
Corp., Cleveland, Ohio. 

J. R. Hallock, Lincoln-Mercury Division of the 
Ford Motor Co., Dearborn, Mich., discussed central- 
ization versus decentralization of management pat- 


December, 1951 


terns. Mr. Hallock illustrated the superiority of the 
decentralized organization as practiced at Ford Motor 
Co. 

Harold C. Stott, Albert M. Greenfield & Co., Phila- 
delphia, urged management to consider the human 
relations aspect of business operations. Mr. Stott held 
that the real source of authority is not at the top or 
the higher echelon, but is, in reality, the employees in 
the lower echelons. He indicated that social costs 
must be considered as well as corporate costs, and that 
the responsibility of business management to society 
is as important as its responsibility to the stockholders. 

A recent issue of the SPA News Letter has this to 
say, in the wake of the association’s fourth meeting: 

“Beyond the sum and substance of the meeting 
itself, which exceeded the even highest expectations 
of those who attended, there were many signs that 
SPA is a vital and growing movement. People came 
from long distance, from the East and West Coasts, 
from Dallas, ‘Texas, and ‘Toronto, in Canada, to see 
and hear what SPA had to offer. Proof that they were 
shown is evident. two organized groups, Minne- 
apolis and Cleveland, were interested in joining the 
national group. Several other groups are forming, 
and may create new chapters in the Hamilton- 
Niagara area, the Albany-Schenectady area, and in 
Cleveland, Cincinnati, and Kansas City. The steady 
progress of SPA moves on!” 


AGAINST THE THREAT OF BOMBING 


IN an emergency period fraught with a growing 
threat of a war even worse than the last one, 
the Systems & Procedures Association has risen 
to the need for basic data on industrial defense 
against enemy attack. 

The association’s Research Committee com- 
menced last year to produce such a body of 
data, with the result that early in January, 1952, 
the report, Blueprint for Industrial Defense 
Against Atomic Attack, will be presented in one 
entire issue of the SPA Quarterly. Mervyn 
Molloy, of the firm of Peter & Molloy, manage- 
ment consultants specializing in industrial de- 
fense measures, is the author of the report. 
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New Burroughs Offices Opened 

Burroughs Adding Machine Company has announced the 
opening of new and more efficient sales and service head- 
quarters in Shreveport, La., in the recently completed office 
building at 1619 Marshall Street, approximately a mile from 
the center of the city. 

“These new offices provide us with more efficient facili- 
ties to do a more effective job of serving Burroughs cus- 
tomers,” E. H. Johnson, the branch manager, stated. 

Facilities include general offices, sales and service offices, 
and demonstrating rooms. Parking facilities are to the rear 
of the 40 feet by 100 feet stone and brick building. 


The Burroughs branch was established in Shreveport in 
1915. 


Howe Scale Moves Branch in Chicago 


The Howe Scale Co., Rutland, Vt., has moved its Chi- 
cago branch to 1915 N. Harlem Ave., according to Richard 
F. Straw, vice-president in charge of sales. The new loca- 
tion expands the company’s office and service facilities in 
Chicago. 

Curtis B. Hoffman is manager of the branch, which 
serves northern Illinois, Indiana, eastern Iowa and Wis- 
consin, and western Michigan. 


Extensive Offset Printing Line 


An extensive offset printing supply line, including items 
used for offset duplicating within the office, has been intro- 
duced by Polychrome Corp., Yonkers, N. Y. 

Direct Image Plates, so called because copy and art 
work are typed, written or drawn directly on the plate 
itself, are available in two grades, Custom and Quality, 
with a less expensive line to follow. They can be obtained 
in any required size and with straight, pinbar, serrated or 
slotted edges, depending upon the requirements of the 
machine used. 

Other items offered by Polychrome are a multi-purpose 
press ink suitable for line and halftone work; a solution 
which, in one stock bottle, serves as an etch, a repellent, 
and a preservative; pre-printing and proof inks, varnishes, 
driers, lithographic typewriter ribbons, carbon paper, litho- 
graphic crayons and pencils, drawing inks, erasers, correct- 
ing fluid, blanket wash, hand cleaner, masking paper, stencil 
negatives and black correction fluid for the 
negatives. 


stencil 


Magnetic Visual Aids for Business 


A new system of magnetic visual aids for the presenta- 
tion of both ideas and facts-and-figures has been introduced 
by Magnetic Merchandising, Inc., 40 E. 32nd St., New 
York. These new magnetic devices, called Maggie Mag- 
netic Visual Aids, can be adopted for visual planning, pro- 
duction and inventory control, scheduling, training and 
education, organization planning, map control system, and 
many other uses. A catalog is available which describes 
and illustrates the aids in detail. 


New Gavrin Press Wing Completed 


The Arthur J. Gavrin Press, Inc., New Rochelle, N.Y., 
has recently completed its new $100,000 wing, thus round- 
ing out another phase in the expansion policies of the firm. 
The new addition to the present building (which, itself, is 
less than a year old) provides the company with an added 
12,500 square feet of space, bringing the total plant footage 
to 77,000 square feet. Since warehouse room is sorely 
needed, the new wing is being used mostly for paper and 
carbon storage. Gavrin Press manufactures One-Time Car- 
bon Interleaved Snap-Easy and Continuous Forms. 

One of the largest single contract orders ever placed by 
the Government for office forms manufactured in multiple- 
part unit sets has been awarded to the Arthur J. Gavrin 
Press, Inc. The order involves 20% million forms to be 
shipped over a period of four months. Cost is estimated at 


$456,00. 
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American Lithofold Adds 4 New Presses 

Increased capacity of forty per cent is predicted by 
American Lithofold Corp., business forms manufacturer, 
following installation of four new high speed presses at the 
St. Louis plant. R. J. Blauner, president, reports that two 
of the presses are already in service, with the third and 
fourth.now under construction. Special adaptation by com- 
pany engineers will equip these presses to perform a 
variety of functions at high speed and with great accuracy. 

Arrangements have been made for additional supplies of 
paper and carbon paper with which to operate the new 
equipment at full capacity. 


Microfilm to the Rescue 
What to do with more than twenty-five year’s accumula- 


tion of precious design and engineering drawings — nearly 
60,000 of them — had been plaguing Servel, Inc., Evans- 


ville, Ind., for some time. The company’s fireproof vault, 
designed to provide protection against fire, theft and other 
damage, was not large enough to hold the thousands of 
drawings which must be preserved permanently. 
Microfilming was the answer Result: drawer storage 
space required has been reduced from 1,740 square feet to 
60 square feet. Servel plans to handle additional drawings, 
most of which relate to its refrigerator, water heater and 
air conditioner designs, in the same way every two years. 


Improved Edison Lok-Gyde 


The improved Edison Lok-Gyde for fluorescent lamps, a 
device designed to cut maintenance costs and prevent 
lamps from falling, is available from Edison Electrical Co., 
355 Weybosset St., Providence 3, R. I. The Lok-Gyde 
channels the terminal pins into the sockets in relamping, 
making lamp replacement a one-hand job, and then locks 
the lamp in the sockets. The attachment can be slipped 
over any standard 15 to 40 watt fluorescent socket to 
become a permanent part of the fixture. 


New Graflex Identification Outfit 


The new Graflex Utility Identification Outfit is a low 
cost identification unit tailored to fit the low budgets of 
small and medium sized companies which require security 
identification passes for personnel doing essential civilian 
and military work. It is available from Graflex, Inc., 
Rochester 8, N. Y. 

The Outfit consists of a Graflex Photorecord camera, an 
adjustable camera stand, a complete set of magnetized 
letters and numbers, and a background screen with height 
markings from 4 feet to 6 feet, 6 inches. With this equip- 
ment, up to 400 identification pictures per hour can be 
turned out even by the most inexperienced operator, the 
company claims. 

For handling ease and economy, inexpensive 35 mm. film 
is used and negatives which are 1 inch by 1% inch in 
size may be contact printed for tamper-proof badges and 
personnel records or they may be enlarged for other 
purposes. Photos cost less than two cents each, including 
labor, and complete badges or passes may be made up 
for ten cents apiece. The complete unit weighs 32 pounds. 


Students Write New Report 


Since the office is the “brain-center” of a factory, office 
executives will be interested in a new report titled “Making 
the Automatic Factory a Reality,” written by a group of 
students at the Harvard Business School under the leader- 
ship of John T. Diebold, now a staff member of Griffen- 
hagen & Associates, consultants in management, 333 N. 
Michigan Ave., Chicago. A reprint of the booklet’s most 
important sections is available from the firm. 

The report surveys the potential industrial use of auto- 
matic control mechanisms. A major part of the booklet 
is concerned with the difficulty which businessmen face in 
thinking in the terms required for the useful application of 
much that present technology has to offer. 
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File folder production at Southern Folder & Index Co. 


Equipment Roundup — 


LINES are shrinking somewhat in the broad field rep- 
resenting filing supplies. What with a definite scarcity 
of Manila tagboard, the buyer of such supplies cannot 
be too choosey in the matter of folder weight these 
days. Producers of metal filing supply items are expe- 
riencing some difficulty too. Aluminum now cannot 
be used for this equipment, and steel doesn’t come 
through the way it used to. Still, the manufacturers 
are able to satisfy filing needs to the greatest degree. 


The Amberg File & Index Co. reports that its entire line 
of filing supplies, loose leaf covers, and paper specialties is 
being shipped promptly with the exception of file folders 
which have been scarce for quite some time. 


Amberg calls attention to the No. 442 letter size steel per 
sonal file which is equipped with twerfty folders. This unit 
(pictured) is designed for use on the desk. 


The American Fiber-velope Mfg. Co., manufacturing a line 
ut envelopes, portfolios, wallets, files and folders, makes no 
report at this time, except to point out that all of the United 
States representatives to the Japanese Peace Conference 
held in San Francisco in August, were equipped with a spe- 
cial portfolio-style envelope for use at the conference. 


The State Department specified a document carrier to be 
attractive, practical, durable, easy to handle, better than the 
ordinary red fiber portfolio, but not as heavy or bulky as a 
brief case. 


“Tt just happened that the firm was ready with a product 
it had been experimenting with for about a year—a portfolio 
made of imitation leather, called Tuf-Hyde, a fiber product,” 
the manufacturer said. 
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Filing Supplies 
Directory of Manufacturers on Page 50 

A local firm subrmitted a sample and the State Department 
ordered a large quantity of them. 

Arrow Paper Products Co., manufacturers of letter and 
card index files of the pressed board variety for desk or shelf 
use, reports that all models are available. 

Art Metal Construction Co., Wabash Filing Supplies, Inc. 
Division, announces its latest improvement to Wabash steel 
tabs—the new Super-Rigid steel tab. Each tab has vertical 
reinforcing ribs on each side of the tab window, and on both 
the front and back, which prevents the tab from bending or 
breaking. It is practically impossible to bend them out of 
shape, as they are made to withstand severe abuse. 

Wabash Super-Rigid steel tabs are bonderized, making 
them rust-resistant and affording additional protection 
against chipping or cracking of the enameled surface. 

At the present time the Super-Rigid tab is available in 
the No. 3 size, which is 24%4 inches wide and in either the 
straight or angled style. It is furnished on stock alphabeti- 
cal and blank guides at regular prices; no increase in cost for 
these super strong steel tabs. 

Art Metal Construction Co. reports that the folder line 
has been reduced. All lines of blank and index guides are 
still available for general office purchase, with various types 
of folders somewhat extended as to delivery date. 

Julius Bandes & Co., Inc. reports that its line of midget 
card index cabinets in 3x 5, 4x6, and 5x8 sizes are avail- 
able. 

This company markets a broad line of desk file and office 
accessories, such as scratch pad holders, open midget card 
cabinets, desk letter trays in various grades, super tex, clip 
and arch boards, floor mats, tray supports, desk drawer in- 
serts and wooden clothes costumers. Pretty generally, Julius 
Bandes & Co. reports that delivery dates remain stable. 

C. L. Barkley & Co., manufacturers of filing supplies, re- 
ports that its line of indexing materials has not been short- 
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From the top: One of Shaw- 
Walker Co.’s packaged file sys- 
tems; Art Metal Construction 
Co.’s Wabash Super-Rigid tab; 
and the vertical sorters made by 
LeFebure Corp. 


ened. All styles of indexing material are still available, with 
file folders on an extended delivery due to paper shortage. 
The C. L. Barkley Co. calls attention to its plastic tab press- 
board folder. The tab is of molded plastic construction, cry- 
stal smooth with smooth contour surfaces, angled for good 
vision and with magnification for better visibility. The 
pressboard is twenty-five point gray color, with one inch 
cloth gusset expansion. 

The Cel-U-Dex Corp. reports that its present line of 
drawer dividers, magazine racks, desk sorters are still avail- 
able, though the line has been shortened to two styles; one 
for file drawers with guide rods and a second, which is ap- 
plicable to file drawers without guide rods transfer file cases, 
desk drawers and magazine rack use. 

“We have also limited sizes to assure delivery of the most 
popular sizes, namely letter, legal, and jumbo,” Cel-U-Dex 
reports. “The reduction of styles and sizes has allowed us to 
maintain our policy of shipment on date of order.” 

The Cel-U-Dex product here is called Div-I-Dex sets, con- 
sisting of six rigid steel units which can be used as file drawer 
dividers, magazine racks or desk sorters, and can be installed 
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in desk drawers as separators for personal papers. A 25 
per cent saving in space and a 100 per cent saving in filing 
time can be gained by installing Div-I-Dex sets in office and 
personal files. File folders are supported, thus reducing wear 
and replacement costs. A file cabinet equipped with Div-I- 
Dex becomes an efficient unit with each drawer divided 
into six flexible compartments in which all folders stand 
erect. 

“Both styles of our product have been redesigned this past 
year to provide simplicity of installation,” Cel-U-Dex says. 
“A steel base plate has been added to each unit to insure 
its outlasting the life of the equipment in which it is in- 
stalled.” 

The Cooke & Cobb Co., manufacturers of expanding file 
supply specialties, reports that current emergency conditions 
have not caused it to shorten its line. The entire line is still 
available with deliveries stable. 

Cooke & Cobb points to its personal file No. 1200, which is 
an all fiber case covered with a pyroxylin coated material, 
consisting of a sixteen pocket expanding file. 

Diebold, Inc. reports that current emergency conditions 
have not caused it to cut production, producing all four types 
of record housing equipment, such as rotary filing systems, 
Tra-Dex, for visible record systems and V-Line trays for 
vertical systems, and Flex-Site binders. Diebold, Inc. re- 
ports that it is able to offer for complete service in designing 
and adapting the best possible forms for every possibe 
record-keeping situation. 

Dennison Mfg. Co. reports, “We have not had to shorten 
our line to any great extent and most items are available for 
immediate delivery.” 

Dennison has brought out a new product, designed to 
solve some of the problems of file folder upkeep. This is 
the new reinforced file folder tab label. Such labels fit all 
1/3-cut folders, give any tab (especially light manila) heavy 
ply strength, and allow classification of subjects by colors 
for instant identification when the folders are in file cabi- 
nets. Such labels allow the user to make old worn folders 
come in for re-use. 

Dennison reinforced folder file tab-labels come in eight 
colors: white, blue, buff, green, salmon, canary, cherry and 
manila. The labels are all ready to use in easy to use, in 
easy to type perforated strips. 

The Globe-Wernicke Co. says that its Safeguard alpha- 
betic filing system has the feature of adaptability to any size 
business. The Safeguard system is designed after the natu- 
ral reading habit of left to right. Its primary guides (No. 
8513), used for main indexing, divide the alphabet into its 
main subdivisions. Tabs of these primary guides are green, 
and occupy the first three positions on the left. 

In the Safeguard system, there is a miscellaneous folder 
No. 8641 for every primary guide. Tabs of these folders 
occupy the same position as their corresponding primary 
guides, and are indexed in the same way. These tabs are 
red. Where correspondence with one firm or individual con- 
sists of five or less letters, it is filed alphabetically in its 
proper miscellaneous folder. 

In the Safeguard system, individual folders are used for a 
firm or individual whenever the correspondence exceeds five 
letters. These individual folders (No. 621%) are fabricated 
of heavy weight manila stock. The tabs of these folders 
occupy the extreme right hand position. This forms a straight, 
clear vision column down which the eye can travel rapidly 
to locate the desired folder. 

The unique and distinguishing feature of the Safeguard 
system that permits the unlimited expansion of the files 
is the “free space” or “open space” a little to the right of 
center and between the primary guides and the miscellane- 
ous folders on the left, and the individual folders on the 
right. The free space permits auxiliary guides to be added 
without obstructing or disturbing other guides and folders 
already in the file. Out-guides and out-folders also use this 
free channel no matter how rapidly or to what degree the 
file may grow. Thus, the Safeguard System permits easy, 
immediate, and economical expansion. 

Auxiliary guides have yellow or orange tabs, out guides 
have blue tabs. Auxiliary guides come in sets of five A-Z 
to 25A-Z and in monthly, daily, state, and special name sets 
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Primary and auxiliary guides, as well as miscellaneous 
folders have long wearing angular celluloid tabs that are 
set at a 45 degree angle. These are easy to read and provide 
greater speed and accuracy in filing and finding. Made of 
heavy celluloid, the tabs are eyeletted and cemented to the 
guide or folder. The pressboard body of the guide extends 
up into the celluloid for greater strength. Primary guides 
and miscellaneous folders are available in sets of 25 A-Z to 
3000 A-Z. 

To give individual folders longer life and for more orderly 
and neater file set-up, the use of fanfold gummed folder 
labels is recommended by Globe-Wernicke. These labels 
come in a choice of nine colors and are packed in a continu- 
ous strip of 500 of one color to the box. They can be fed 
from the packer directly into the typewriter. 

Globe-Wernicke’s Safeguard packaged outfit contains 
everything needed for one drawer of filing one set No. 8513, 
25 A-Z guides; one set Nio. 641,25A-Z folders; 100 No. 621% 
folders; 250 No. 28 Fanfold folder labels—buff; two No. 
6221 cross reference sheets; one No. 6771 out-folder; and 
one instruction sheet. 

Guide System & Supply Co., besides making a line of ver- 
tical file folders, also make adjustable metal tabs for such 
folders, drawer frames for the hanging file system, and a 
variety of steel draw and desk-top file holders. 

A feature of the Guide-O-Folder is the permanently an- 
chored metal strips which glide easily along the frame 
supports. The metal tabs come in 1/5 and 1/3 cut—usable 
in an yof the five regular positions and in any combination, 
including miscellaneous or name heads. Fasten in place 
quickly, slanting at a 45-degree angle for good visibility 

Guide-O-Files come with a caster-equipped stand and with 
a sliding, disappearing top; also made to rest on desk or slip 
into file drawer of desk. Made of grey or green finished 
steel, and equipped with 25 Guide-O-Folders. 

LeFebure Corp., makers of bookkeeping systems and metal 
office equipment, call attention to a line of vertical sorters 
for speedy sorting and indexing. 

“In addition to four basic models,” LeFebure says, “larger 
sorters are made for correspondence and invoices. Index- 
ing can be designed to suit each user’s sorting application. 
LeFebure sorters have been successfully applied to the sort- 
ing of checks, invoices, sales slips, weigh bills, freight bills, 
correspondence, and many other records.” 

Illustration shows four popular LeFebure models. 

Louis Melind Co., manufacturers of a wide line of office 
supplies, says, “The only item we have relative to filing sup- 
plies is index padding, and this item is somewhat short of 
supply.” 

National Fiberstok Envelope Co., manufacturers of ex- 
panding wallets, file pockets, and paper specialities, reports 
that it has a line of box letter files in two sizes, letter and 
legal, both standard capacity and jumbo capacity. 

“Files are made in our dust-proof construction, and instead 
of the usual light weight manila index, we use a genuine 
envelope kraft index which is much stronger than the aver- 
age,” the manufacturer says. 

These files are covered in black agate paper with orange 
labels on the end, and are fastened with a suit case clasp 
fastener. Immediate deliveries apply. 

Office Products, Inc. reports that its line of slip-on label 
holders is still available for the three popular sizes of ring 
binders. Label holders are available for the 1, 1%, and the 
2 inch binders. These label holders are equipped with steel 
wire prongs which slip down inside the binding of the ring 
book, and grip firmly. 

Oxford Filing Supply Co., Inc. reports that current emer- 
gency conditions have caused it to reduce its line of folders 
somewhat, as well as its steel front files. The fourteen point 
folders are no longer available, though practically every- 
thing else in this company’s broad range of supply products 
are available. 

Oxford reports that deliveries have been extended on file 
folders, index cards, and the Pendaflex line. Pendaflex is 
several months behind. Delivery on the rest of the line is 
on a current basis. 

Remington Rand Inc. reports that although the majority 
of its line of filing supplies has not been affected by present 
emergency conditions, the shortage of some paper stocks has 
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From Top: Dennison’s 
tab label; Arrow Paper 
Products’ files; and 
Guide System & Supply 
Co.’s hanging folder. 


caused certain substitutions to be made. Aluminum file 
guides have been cut entirely under Government rationing 
of this vital metal. In general, however, and with necessary 
part substitutions, most of the active types of folders and 
nearly all guides and miscellaneous supplies are available for 
general office purchase. 

In almost all cases, delivery dates have been extended. 
This is due partially to long deliveries of raw materials, and 
partially to a steadily increasing volume of business. 

Remington Rand reports the quickened demand for Kom- 
pakt Fastener Folders. Because these can save up to sixty 
per cent of the space taken up by an ordinary fastener 
holder, the greater number of folders in each cabinet cuts 
down considerably the number of hand-to-get cabinets that 
are needed. A triple saving of space, equipment and neces- 
sary personnel is thus effected. 

One item especially active is Remington Rand’s Visible 
Tip Follow-Up Folder. Incorporation of a Visible Index 
Label and of Visible Tip Colored Signal shows what records 
are inside the folder as well as the date when action is due. 
After handling a matter, the visible signal can be set to the 
next due date to eliminate the necessity for a separte follow- 
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up card system. Folders can be used over again for different 
job as soon as the current job has been compelted. 

The Sell Corp. reports that current emergency conditions 
have not caused it to shorten its line of filing system supplies. 
The line includes Sell-tab card and letter guides, Sell-tex 
vertical folders, metal tab guides, Sell-craft angle tab folders, 
pressboard expanding folders, expanding packets, Sell-index 
strip tabbing and other filing specialties. 

“Our Sell-tab tenite plastic guides are an improvement 
for vertical and card guides,” the manufacturer says. “They 
are of one piece construction tenite plastic attached securely 
with metal eyelets. They will not break off and the edges 
will not become sharp, even with the longest and roughest 
handling. Such guides are angled for greater visibility and 
the elimination of frames and border allows a thirty per cent 
greater index character than any other insertible tab. Inserts 
are available in five colors and in white.” 

Shaw-Walker Co. offers a packaged filing system which 
included guides, individual folders, miscellaneous folders, 
special name guides and folders, out-guides, and other ele- 
ments essential in high speed filing operations identified as 
the Super Ideal System, prices range from $39.45 for a four 
drawer system; $57.10 for a six drawer system; $83.75 for 
an eight drawer system; $123.20 for a twelve drawer system, 
and for thirteen drawers and more, prices are on a quota- 
tion basis. The Shaw-Walker filing outfit is delivered by the 
Shaw-Walker agency or branch. When such a system is 
shipped from the factory, detailed instructions are included. 

Charles C. Smith Co., makes a line of index tags, steel sig- 
nals, gummed index tabs and window type steel guides. Tie 
company reports that prompt shipment is being made on 
most its types of indexes. 

Included in the Smith line are celluloid covered tags with 
removable labels. Smith’s blank gummed label strips come 
in lengths of five feet, available in five widths. 

Southern Folder & Index Co., Inc. says that because of 
the shortage of Manila tagboard, it has had to reduce its line 
to one weight, eleven point, instead of the three lines carried 
heretofore. This enables them to take care of the majority 
of their customers in the standard weight folders that gen- 
erally seem to be the preference. 

“At the present time, we are shipping immediately small 
folders, 3x 5,4x 6,5 x 8 and 6x 9, and check size from stock. 
We are also shipping any special size Manila folder in nor- 
mal quantities in approximately two to three weeks. Expan- 
sion folders, Manila indexes and metal tab indexes, are all 
available for immediate delivery.” 

Southern Folder & Index Co. is back ordering its letter 
and legal folders in the eleven point only, the company re- 
ports, adding that it is purchasing from sources other than 
its regular suppliers additional weights and grades of stock 
to supplement its normal allotment. This has been secured 
from time to time in different weights, such as 8 point, 12 
point, and 16 point. 

Quality Park Envelope Co. reports only that it is making 
normal deliveries on most items in its line, and that it has 
been necessary to substitute stock on some numbers. Substi- 
tutions have not affected wearing qualities to any extent. 


(To page 50) 


From the top—left and right: 
Reminton Rand’s Visible Tip Fol- 
low-Up folder; Sell Corp.’s Sell- 
tab tenite plastic guides; Cooke 
& Cobb’s personal file 1200; Am- 
berg File & Index steel personal 
File, No. 442; Cel-U-Dex Corp.’s 
Div-I-Dex unit; Globe-Wernick 
Co.’s Safeguard filing system; 
Victor Safe & Equipment Co.’s 
suspended file; Oxford Filing 
Supply Co.’s Pendaflex line; Na- 
tional Fiberstok Envelope Co.'s 
files; and C. L. Barkley’s magni- 
fied plastic tab folders. 


Showing Office Products Co.'s 
Slip-on label holder 
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TWO BOTTLES 
SANFORD’S 
PEN-IT INK! 


Offered solely to 
demonstrate the 

100,000 word bottle that 
holds all the ink 

the average person 

can keep fresh 


it. 
ACTUAL SIZE 


of the sensible sized bottle 


If your office furnishes you with a brand 
of ink that was produced for a make 

of fountain pen that you don’t own— 
Here’s how to get better performance from 
the pen you do own. 


1. Send for 2 bottles free of PENit Ink in 
the 10c bottle that writes 100,000 words 
... then stop filling your pen from 15c, 25c, 
and more expensive bottles that hold so much ink, it’s almost 
sure to be stale before you use it up. 


“THE INK BOTTLE 
2. Use this PENit Ink confidently in any pen of any make. 
Sanford’s PENit is made for all makes of fountain pens—made 
THAT F ITS YO U m4 by ink specialists for over 90 years. 


” Send for your free bottles right now (you can later use them 
DESK DRAWER = for covered inkwells, and refill them from Sanford’s 


one-fifth gallon bottles to be purchased by your firm). 


Pin this coupon to your letterhead 


9 | 
A ; SANFORD INK COMPANY « BELLWOOD, ILLINOIS : 
: Please send me without charge, two bottles of Sanford PENit Ink : a ie 
in the colors checked as follows: : 
: (0 Blue-Black (Green [J Washable Blue : 
a. a ' 
ae : : 
; 5 ' 
* : FOE sc nkucnd ancora ines na nistnninnaneeaabledacdaa : 
ei Ly 1 
' 
FOUNTAIN PEN INK © AMME.......--02eneroren-eennonnceenaaennnnonenseenonece ' 
1 ' 
: CI ide cucwiniasnncaresnetadeaae a a A ' 
‘ This offer expires January 30, 1952 : 
ry ‘ 
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(From page 48} 


The Victor Safe & Equipment Co., Inc. reports that the new 
Victor Suspended File Frame with folders installed now has 
a frame that is adjustable in length as well as in width to 
fit almost any size of letter or legal filing drawer. 

The folders are equipped with an improved beaded edge, 
crimped angle tab for easy assembly and sturdy service- 
ability. Frames and folders are now available for prompt 
delivery through Victor’s dealer outlets. 


ADDENDUM for desks 


Wilhite Mfg. Co. reports that its line, in spite of possible 
shortages, is still being made in its entirety. The line includes 


two executive models featuring the overhanging desk tops 


measuring 44 by 87 inches and 42 by 78 inches; two other 
executive models with tops measuring 69 by 36 inches and 
60 by 34 inches. Other pieces in the line are a secretarial 
desk, bookcase, credenza, telephone cabinet, tables and waste 


basket. 


A new Wilhite line of commercial office furniture makes it 


Model No. 250 of Wilhite Mfg. Co. 


appearance this month. Meanwhile, extended delivery dates 
are not anticipated. 
eight oak drawers; including a double file drawer and center 
drawer; pedestal drawers are 16 inches wide. There are two 
slides, one in each pedestal. 
coats, with the final coat of lacquer hand-rubbed. 


Model No. 250, pictured above, has 


Pieces are finished in eight 


The following manufacturers were contacted for this filing supplies feature: 


Acco Products, Inc. 
Riverside Drive, Ogdensburg, N. Y. 
Advanco Products Div. Advance Salesbook 


0. 

148 W. 24th St., New York 
Aigner Co., G. J. 

426 S. Clinton St., Chicago 
Allied Loose Leaf Corp. 

47 Great Jones St., New York 
Amberg Busi Equipment Corp., A. J. 

480 Canal St., New York 
Amberg File & Index Co. 

1600 Duane Blvd., Kankakee, Ill. 
American Fiber-Velope Mfg. Co. 

229-233 N. 63rd St., Philadelphia, Pa. 
Ames Safety Envelope Co. 

21 Vine St., Somerville, Mass. 
Arrow Paper Products Co. 

96-100 Prince St., New York 
Art Metal Construction Co. (Wabash Fil- 

ing Supplies Co.) 

Jamestown, N. Y. 

Ashley, Harry K. 
2305 Cherry St., San Leandro, Calif. 

Associated Trader Inc. 

8th Ave. & Bryant St., Denver, Colo. 


Bainbridge, Kimpton & Haupt, Inc. 

218 Greenwich St., New York 
Barkley & Co., C. L. 

1220 W. Van Buren St., Chicago 
Boorum & Pease Co. 

84 Hudson St., Brooklyn, New York 
Burkhardt Co., The 

549 W. Larned St., Detroit, Mich. 


Carbonized Paper Co. 

1044 N. 2st St., Lincoln, Nebr. 
Cel-U-Dex Corp. 

| Main St., Brooklyn, New York 
Cook Co., The H. C. 

18 Beaver St., Ansonia, Conn. 
Cooke & Cobb Co., The 

122 E. 23rd St., New York 
Cooks, Inc. 

780 Wright Ave., Camden, N. J. 
Cushman & Denison Mfg. Co. 

155 W. 23rd St., New York 


Daco Cards Index Co. 

301 Congress St., Boston, Mass. 
Dennison Mfg. Co. 

300 Howard St., Framingham, Mass. 
Diebold, Inc. 

1411 Fifth St., Canton, Ohio 


E-Z Sort Systems, Ltd. 

45 2nd St., San Francisco, Calif. 
Elbe File & Binder Co. 

649 Alden St., Fall River, Mass. 
Ellingsworth Mfg. Co. 

200 Peoria St., Chicago 
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Ennis Tag & Salesbook Co. 

214 W. Knox St., Ennis, Texas 
Export Specialties Co. 

1925 Richmond Terrace, Staten Is., N. Y. 
Ever Ready Label Corp. 

357 Cortland St., Belleville, N. J. 
Filing Equipment Bureau, Inc. 

27 Melcher St., Boston 
Foleo Products Co., Inc. 

2105 E. 7Ist St., Chicago 
Gabe Mfg. Corp. 

320 Broadway, New York 
Globe-Wernicke Co. 

5025 Carthage Ave., Cincinnati, Ohio 
Graff Co., George B. 

54 Washburn Ave., Cambridge, Mass. 
Grand Filing Supply Co. 

Grand Haven, Mich. 
Green, Inc. 

1225 Broadway, New York 
Guide System & Supply Co. 

335 Canal St., New York 
Gussco Sales, Inc. 

337 Winston St., Los Angeles, Calif. 
Hall & McChesney, Inc. 

Box 591, Syracuse, N. Y. 
Handi-Blott Co. 

248 W. 23rd St.. New York 
Heineman Office Equipment Co. 

4 N. 8th St., St. Louis, Mo. 
1. D. L. Mfg. & Sales Corp. 

132-138 Lafayette St., New York 
Index Sales Corp. 

1313 Congress St., Chicago 
Jaybee Tray Co., Inc. 

381 Fourth Ave., New York 
Kay-Dee Co., The 

719 P St., Lincoln, Nebr. 
Koller & Smith Co., Inc. 

41 Chambers St., New York 
Magic Circle Mfg. Co. 

6136 E. Admiral Pl., Tulsa, Okla. 
Master Products Mfg. Co. 

3480 E. 14th St., Los Angeles, Calif. 
Melind Co., Louis 

362 W. Chicago Ave., Chicago 
McMillan Book Co. 

701 E. Gennessee St., Syracuse, N. Y. 
National Fiberstok Envelope Co. 

Allegheny Ave., at 2nd St., Phila., Pa 
New Era Loose Leaf Co., Inc. 

520-24 W. Broadway, New York 
Northern States Envelope Co. 

300 E. 4th St., St. Paul, Minn. 
Office Products, Inc. 

9920 Freeland Ave., Detroit, Mich. 
Osborne Co., Inc. 

1121 Howard St., San Francisco, Calif. 


Oxford Filing Supply Co., Inc. 

Clinton Rd., Garden City, N. Y. 
Pearson Co. 

709 S. Dearborn St., Chicago 
Penny Label Co. 

220 W. 19th St., New York 
Procter Co., Fred 

324 E. 9th St., Cincinnati, Ohio 
Prudential Paper Products Co., Inc. 

218 William St., New York 
Prudon Specialty Mfg. Co. 

456 Boulevard, Hasbrouck Heights, N. J. 
Quality Park Envelope Co. 

450 N. Syndicate St., St. Paul, Minn. 
Recordplate Co. 

16 E. Holly St., Pasadena, Calif. 
Remington Rand, Inc. 

315 Fourth Ave., New York 
Reyburn Mfg. Co., Inc. 

16th & Indiana Ave., Philadelphia, Pa. 
Reynolds & Reynolds Co. 

800 Germantown St., Dayton, Ohio 
Rockwell-Barnes Co. 

35 E. Wacker Dr., Chicago 
Ross-Gould Co. 

309 N. 10th St., St. Louis, Mo. 
Royal Index Tab Co. 

62 Cooper Sq., New York 
Security Steel Equipment Corp. 

50 Manhattan St., Avenal, N. J. 
Sell Corp. 

500 S. Clinton St., Chicago 
Shaw-Walker Co. 

1950 Townsend St., Muskegon, Mich. 
Sheppard Co., The, C. E. 

4407 2\st St., Long Island City, N. Y. 
Smead Mfg. Co., Inc. 

309-311 Second St., Hasting, Minn. 
Smith, Charles Co. 

Box 385, Exeter, Nebr. 
Southern Folder & Index Co., Inc. 

310 E. Cedar St., Eidorado, Ark. 
Tab-Tex Corp. 

133 Greene St., New York 
Universal Pad & Tablet Corp. 

41 Park Row, New York 
Vevier Loose Leaf Co., Inc. 

1825 Arsenal St., St. Louis, Mo. 
Victor Safe & Equipment Co., Inc. 

315 Fourth Ave., New York 
Wabash Filing Supplies, Inc. 

P. O. Box 196, Wabash, Ind. 
Wansco Paper Products, Inc. 

409 Pearl St., New York 
Warshaw Mfg. Co. 

| Main St., Brooklyn 
Weis Mfg. Co. 

300 Union St., Monroe, Mich. 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester, N. Y. 


New York 
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It Took Business Men Like You 
To Design A Desk This Good! 


You'll find it’s a real pleasure to work at this 
distinctive Steel Age Executive Desk because it 
was designed for you by a thousand busy business 
men like you. These executives told us they 
wanted a desk with plenty of extra foot room... 
adjustable gliders to tailor its working height 
to their own physiques . . . wide, deep drawers 
that float open at a touch . . . and a smooth, 


— 
= = om 
Spes 


glareless top that makes writing and reading a 
pleasure. This distinguished Steel Age Executive 
Desk was the result. It has every fine quality and 
convenience feature you asked for—plus pains- 
taking craftsmanship that goes into every Steel 
Age product—the priceless ingredient that has 
made office people everywhere say, “Buy Steel 
Ageand you buy the finest in steel office furniture!” 


CORRY-JAMESTOWN MANUFACTURING CORP. 


Corry, Penna. 
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CONTROL PUNCHED FORMS 


TA) ; (ae the book 
| um | to help you select 


the right 
tabulating forms! 


This is an unusual book. Open it, and right in 

front of you are actual samples of Uarco’s complete 
line of stock forms: ruled and unruled forms, 
facsimile posting forms, government tax report 
forms, imprinted forms. 


... plus custom-designed forms with examples of Uarco 
improved fastening methods and assembly techniques. 


Each sample is an actual tabulating form used by 

a well-known national firm—exactly as printed, 
punched and pre-assembled— with specifications | 
and full description of use. 


Uarco offers this unique, thought-provoking book 
to aid you in selecting and designing forms that | 
will help you get better tabulating efficiency. US ee 


Mail the coupon for your copy of “Uarco Control 
Punched Forms For Tabulating,” now. There’s no 
obligation—simply our way to show you the fullness 
and the quality of the Uarco line of tabulating forms. 


re 


| 


Factories: Chicago; Cleveland; | 
Oakland; Deep River, 
Connecticut; Watseka, Illinois 
; —Sales Representatives in all 
principal cities. | 
| 
' 


’ i 
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fer TABULATING 


UARCO Incorporated 
Room 1620, 141 W. Jackson Blvd. 
| Chieago 4, Ilinois 


Please send my copy of “UARCO CONTROL PUNCHED FORMS FOR 
TABULATING” 
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TOOLS OF THE OFFICE 
EQUIPMENT ROUND-UP 
SERIES FOR 1952 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 


ers, wardrobes and lockers. 


MARCH 


Duplicating Machines. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 


| and machines, and addressing equip- 
| ment. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 


JULY 


Staplers, numbering machines, 
secretarial posture chairs. 


and 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 


| Filing supplies. 
OFFICE MANAGEMENT AND EQUIPMENT 
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CORE 
STEEL ; 
- CABINETS 

with the 
built-in... 


Se Bees 


The “PRESIDENT’S” FILE No. 474 


Contains: Four ball-bearing letter size 
drawers; two double index drawers for 
3x 5 or 4x 6 cards (6400 capacity) or 


by removing the partitions, for can- 


celled checks; one safe compartment 


with a combination lock (no key neces- 
sary—only YOU know the combination). 
372" high, 302" wide, 17%2" deep. 
Cole gray baked enamel finish. 


$77.90 


With plunger-type lock which automatically 
locks all drawers. No. 474-PL..0.00000....... $86.40 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 


de 


“STEEL EQUIPMENT COMPAN 


. n my i ol bs 
53) r ee i 
; x: ¢ # 
fh 
; 
4 
“aaa 
- 
s 
¥ ere ow & 
: : . Sal 
Z e Res hy 
eee : : ” ie 
oA 
os 3 , } 
3 Pe Si) acca BRE is, Pei ls ie es ; 4 | 
gt se Se : ’ 
eae ZolE Ee r ya P 
oes pe 2 
> ee Sar 88: ie . ee ae i 
rs fe Ten Shep ae 2 an as See y 
4 % + 2 a = Sg a ag (ae 3 
oo . aie Pe a ea 
Eat ee pees ; ae —aem ‘ on 
ae aE se oa oo ae 7 
is ‘" " te + a ae ee en a 
Toe ee . ae at , e 
ane bi x % 2 [ae spa Rie. x \ is 
E ey, ee, a ba % ¥e 
f “8 7" i TGogien r : 3 
4 7 a oe Sees ee be 
. i ; we { an ne [ . E ae r 
= “a4 TEN ae rs Bsc ‘ Jon © 
ha” Se Ee Sh Stat 2 ad : Fes eas 
3 \ = aoe 1 ___ a ap ee gers : 6 ; 
_. bi aah ein or} — : 
a . 1 jong i } 
— wae ‘ =, o So" 
Bo E F ie % e oaks * 
am . ¥ at eo q y 
— ae Bi ty oto 3 M oY 
— E oe ou ‘ ¥. 
— Sal : a ’ 
-— Ke i sees € 
— i om ang 4 
- Bcd i 4 Bie ips wir 
aa ai ae ok 
— a : 4 ; i 
| — cs : : 2 
a = ‘a ‘~ rt ‘ “s ee a =. 
Ss hs. fi es eae 4 
a e <f a ‘ the. 
— es “eee 
— J ; er Ff 
P “ wie ern et q Pts mat a ae é 
ae r F P ae ee, rs a ae = 
— anil v3 da ae 
- = 4 _ ‘  , F a es 
_— ew a =. We ic a 4 ms a aa or. J 
— 4 5) ~ a —- , - its ‘ be! Te 
a “4 + 7 rE? [=] Z tS eae ve as 
a ° eo ee ety Ks is : ee : 
— i Sere a ee ; P Jaoe EO : 
— he OLS A ae et eee ¥ baits. ee oes 
a * ; ee ae uy oa a’ ¥ is Fe 2 r, af 
_— x iy: es cae ’ 
: -— = : & “Te pa au 
— Oa kee RS — : a 
— Fi i th : Be oases , Z “a — "3 ” S, 
— rf. ee bee a a " 
| sz é] s in A " i w 5 oe eae 
— ae ee "i aaa ie aes ; ee 
—- a es ie es? ; 202 ee : 
ss ee: a : *e z 7 bef Bie. “ Ps tT eg he : 
4 ‘ior x as ae Be 
7s |B i 
a “g re eae Si e. 
” —_ - , Pe | 
4 
= sh Ses See te a, ree 5 = : > = 
1 ; . : 7 —— , a = Be 
‘9 4 fe a sy a . 
COTE |. ee : ee —_ > 
. , =| ier = . = ae 5 a : wm AvigTizn eg = i a - 2 Ea ins inte ey ¥ 
—_ on 2 Be a > mee ee (3 a. ee ea ; ae ee ; ae Sm = 
|. San ; a an, = ey a Bg , * a oy dae Pr iae eer? Oe 
eee -— . a Sa ais -_ i a es er 21 ae a a ig aa ae oa j 
y = . : i ah 2 x 4 ‘ 3 deal 7 2 : 4 7. 2 By 7 ae 


\\\ WNT 
QY /; 
Q \ 20 Y 


Grri4 \ 
TAT o> 


Dial Locks 
all F draw 


automati lly 


Your records are as safe in Cole's *‘DOUBLE SAFEGUARD”’ 
cabinet as in a bank vault. Only YOU know the combina- 
tion. A heavy duty Grade ‘'A"’ Cabinet with a progressive 
ball-bearing suspension cradle within a suspension cradle. 
An outstanding achievement in engineering skill and de- 
sign. Equipped with safety latches and positive side lock 
compressors. Because of the structural strength of the case 
work and the ease of drawer operation, Cole cabinets will 


last a lifetime. - COLE-STEE 


COLE STEEL EQUIPMENT CO.INC.NEW YORK 
MADE IN U.G.A,. 


FOUR DRAWER FILES — 
No. Wide High Deep or Gray 
1004Y .. Letter Size... 14%” 51%” 285%” $106.90 


8004Y . . Legal Size ..173%4” 51%” 2858” 118.75 
Grained Walnut, Mahogany or Knotty Pine finish, $15.00 additional 


TWO DRAWER FILES 


1002Y . . Letter Size... 1434” 30%” 2856” $ 79.50 
8002Y .. Legal Size..17%"” 30%” 28%” 84.75 
Grained Walnut, Mahogany or Knotty Pine finish, $10.50 additional 


Prices slightly higher in Zones Ii and Ill 
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Used for 
Top Secret Work 
in Many Plants 


Used in 
Government 


Offices 
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SIZES AND PRICES 


Suggested Uses 


tLletter Size 
tLletter Size 
tlegal or Cap 
Invoices 
*2 Rows 8x5 Forms 
*Invoices or 2 Rows 8x5 
Freight Bills 
Checks 
Drafts or Checks 
Drafts or Checks 
5x8 Forms 
Deposit Slips (2 Rows) 
Deposit Slips 
Tabulating Cards 
*3x5 Cards (3 Rows) 
*4x6 Cards (2 Rows) 
*3x5 Cards (2 Rows) 
Vouchers (Upright) 
tledger Sheets 
tledger Sheets 


*These numbers have removable divider partitions. 
Prices slightly higher in Texas, Colorado, and West of the Rockies. 


PRONTO FILE CORPORATION | 


Inside Dimensions 


Width Height Length| 


10% 8 . 24 
10% a. . 
10% 8%. . 18 
Vp , 1.3 
10/, |. 4% 1.24 
/g 4\/q 24 
%, |. 44.18 
8% |. 5%... 24 
8% 5% 15 
8% 4, 24 
7 3%. | 24 
16/5 ry 
12% 5 24 
10% . 3% 24 
S\/ 10/4, 24 
"/2 12 24 


12% .. 12%... 18 


FIBRE BOARD 
DRAWER FRONT © 


File PRICE 
No. Single Carton 


E210S . 3.45... 3.35 


3.40 
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Save Time! 
Save Space! 


Save Money! 


LOCATE YOUR RECORDS EASILY — No more need of fussing 
and fuming. With Pronto files you can get at all records just 
as easily as in your regular active files. 


SAVE FLOOR SPACE — Constructed so that they interlock into 
solid units and stack as high as the ceiling, saving valuable 
floor space. 

STURDY CONSTRUCTION — Prontos are built of 275-lb. test 
corrugated fibre board and reinforced with steel on the shell 
and the four corners of the drawers. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful in ap- 
pearance, finished in an attractive olive green. 


tPacked 6 to a carton—all others 12 to a carton. 
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MEN IN THE NEWS 


Fred W. Noechel has been appoint- 
ed director of research for Goodall- 
Sanford, Inc., Sanford, Me., according 
to F. Everett Nutter, vice-president in 


charge of design 
Prior to joining the Goodall-Sanford 
organization, Mr. Noechel was assist- 
ant to the general manager of the 


and development. 


Deering-Milliken Co. in Johnston, 
N.C. He was formerly associated with 
Botany Mills Inc., Passaic, N.J., for 
22 years and with Callaway Mills, La 
Grange, Ga. 


Walter Anderson has been named 
purchasing agent of Royal Metal Mfg. 
Co., Chicago, and Drex Drehmel, 
assistant purchasing agent, according 
to H. A. Green, president. 


Marvin §. Bandoli, nationally- 
known sales and management execu- 


tive, has asked President Hugh L. 
Clary and the directors of Clary Mul- 
tiplier Corp. to relieve him of his 


duties as vice-president of distribution 
and member of the management com- 
mittee at their earliest convenience. 
Mr. Bandoli, who jointed the Clary 


Marvin S. 
Bandoli 


organization two years ago, has plans 
which he is not yet ready to announce, 
but which call for his leaving the or- 
ganization soon after the first of the 
year. For a number of years Mr. Ban- 
doli was associated with the Victor 
Adding Machine Co. as vice-president 
and member of the board of directors. 
During the war, he was placed in full 
charge of production of the Norden 
bombsight. 

Prior to joining Clary, Mr. Bandoli 
was general sales manager for Kelvin- 
ator refrigerators and vice-president of 
Tracy Mfg. Co. of Pittsburgh. 
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Day after day, management men wage 
a ceaseless struggle to keep their heads 
above the literally tons of paperwork nec- 
essary to run their businesses. So enor- 
mous is the paperwork task, that any time 
you can cut a few corners, you stand to 
benefit by substantial increases in efficiency 
and economy. And you may discover that’s 
just what a Colitho “One Write” System 
can do for you, just as it has for hundreds 
of other companies. 

With a Colitho Offset Master Plate as 
part of any business form, you are prepared 
to take advantage of the speedy cost-cutting 
of offset duplicating to produce hundreds 
of copies—with one writing—no retyping 


—no possibility of transcription errors. 
The Colitho “One Write” System is adapt- 
able to any type of form. It’s extremely 
flexible and can provide for variables, 
blockouts, deletions and additions. 


So that you can determine where a 
Colitho “One Write” System can save 
time and money in your organization, we've 
prepared a twelve-page manual, ‘“Colitho 

For Finest Results In Offset Dupli- 
cating.”’ Write for your free copy— 
today. No obligation, of course. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 
170-12 Herb Hill Road, Glen Cove, L. I., New York 
Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 


Courmara Rippon & Carson Manuractunine Co., Inc. 
170-12 Herb Hill Road, Glen Cove, L. L., N. Y 


Please send me a copy of the Colitho Manual and samples of 
Colitho Masters. 


D Have a Colitho Specialist contact the writer. 


OM-12 


Name 
Title 
% Company 
Address, 
Colitho Plates ore City. Zone. State. 
adaptable to purchas- e . 
ing, manufacturing, Make of Dupli Model. 
ie asl at a Plate Size. Clamp Style 


OFFICE MANAGEMENT AND EQUIPMENT 


} TT TS a le a - ‘ . oot La. 3 2 ti 4 - . : 
me Sat. eee hey Seam 
r. 2 at may “AS - 4 a2" gie® 
oe — ot 3 q ra * NM 
Rome }ROAtScaeyy) J, a 
ED UNGE™ 
7 2 £ Pi af 4m) aa Lae y; Be a “¢ ; 
é ys ‘ , SS qe A: ~ y P% wot , Oe 
i > € gs ee me: : t Ce if <f ’ 2 . r 
‘ | tea Bt yh 
4 sera 10 pr es am ; 
Sp: : ; . es fh Wee aie Oe ok ae “we * 
; a = Ler ep 2) e? ] ’ 1 7 " age 
> - 3 Fred W. tmee* C= Bari Li oe 
e id > = Noechel ms, ae 6. bit . - ne : ye Ye 4 . m4 " . 
A - . : a ‘ Wie . \ : a - hoes’ Se : ¥ r>* c 
4 ie . ° Buty, IN or er Ne : ’ , eR ’ ~ * = a 
. 4 & . Og He) \ + 2 , ” i) 2 ~ he ss 
ne, <f é eS ge. SP Le hee Pea fe Poa 4 
oie PAE ee Rat La ’ 
ay + \ Yop mor = Bape Ry ee 
NN Kear eee 8 ee AS eae: a. vo mee 3 
| a . eS : ty = “fee, | si t's ~ TASS , is ‘ é ‘ 
li LOM Yay, Ky ee, OP | 
tg ae > OTF iy PEF incr £ 
. - “4 2\ 0 et See ee é 5 4 
Qo ee Nets Sore 
S py “ a = 4 
INS Pio ee RONG yc, 
wil Ren a 2 2 OA 
ee Shae 
a 
_  6=—Crté‘CSC—sSY 
ae | 
: | a 
rs ; | 
a ) | | 
P | 
\ ; ; io. 8 
Me le 
| 
| (oti 
ee | 
{| PF ee | 57 q 
“_ | U 
me. a a an wre... ‘ ie & i — ox a ah): -_ Le as a) Ss ee —  « Pe 


oe ee 


di 


Patents Pending 


For the modern office setting a new concept of attrac- 
tive appearance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 


| — 
— a 
Furniture 


arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 


Specialists #0 | 


N 
ROCKW ELL aoe c 
35 East Wacker Os 
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MEN IN THE NEWS 
(Continued) 


R. W. Davidson, vice-president of 
the SoundScriber Corp., manufacturers 
of electronic disc dictating and record- 


G. W. Vetter 


ing equipment, announces the ap- 
pointment of George W. Vetter, Jr., as 
distributor of the company’s products 
in the Cincinnati, Ohio, area. 

Mr. Vetter has been in the office 
equipment business since 1934 when 
he joined International Business Ma- 
chines Corp., except during World 
War II when he served with Pan 
American World Airways in South 
Africa and Beech Aircraft Corp. in 
Wichita, Kans. 


Herbert C. M. Cobb of the Worth- 
ington Pump and Machinery Corp., 
Harrison, N.J., was elected president 
of the Institute of Internal Auditors, 


H. C. M. Cobb 


Inc., it was announced after the open- 
ing session of the organization's 10th 
Annual Conference at the Roosevelt 
Hotel, New York, recently. 

Also elected were: Charles J. Ghes- 


quiere, Detroit Edison Co., first vice- | 


president; Jerald S. 
Coal and Navigation Co., secretary; 
and Richard L. Brower, Bowery Sav- 
ings Bank, treasurer. 


BOOKS, CATALOGS 


Twenty ways that tape recording is 
saving money, materials and man- 
power for business and industry are 
listed in a new 16-page_ illustrated 
booklet available upon request from 
Minnesota Mining and Mfg Co., 900 
Fauquier St., St. Paul 6, Minn. En- 
titled“Sound Ideas for Business and 
Industry,” it tells how tape recording 
has solved a variety of problems in 
record keeping, sales training, time 
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Discover new uses for your 
photocopy machine 


If your contact photocopy machine is seeing only 
limited service now, you're probably not getting full 
value on your investment. Also, your paper-work 
costs may be unnecessarily high, 
That’s why you should 
double-check the rou- 
tines of all depart- 
ments. If you see 
clerks, typists, ac- 
countants transcrib- 
ing records. ..and 
: proofreading 
_-— them—remember 
gota this: your photocopy 
machine can deliver a photo- 
graphically accurate copy of anything typed, drawn, 
written, or printed. And, in 9 out of 10 cases, it will 
do this at a fraction of the transcribing cost. 


For the best photocopies use 
Kodagraph Contact Paper 


This low-cost paper is made by Kodak 
for use in all types of contact photo- 
copy machines. It reproduces all 
documents in dense photographic 
blacks, clean whites . . . with new 
sparkle and legibility. And it’s 
easier, more econvmical to use—no 
more split-second timing or trial- 
and-error testing. Order it... 
and see for yourself. 


iXodagraph Contact Paper 


“‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. n 


Mail coupon for 
free booklet 


| 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


Name 


Department 
Cc 


2 7 


Street 
City Zone 
State 


TRADE MARK 
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BOOKS, CATALOGS 


(Continued ) 
and motion studies, communications, 
sales promotion, employee relations 


and educational programs. 


Charts illustrating how some firms 
can reduce their safe burglary insur- 
ance premiums as much as 70 per cent 
are contained in a booklet on insur- 
ance rates and safe classifications now 
being made available to management 
without cost by the Mosler Safe Co., 
320 Fifth Ave., New York. Originally 
prepared by the firm for use by insur- 


ance brokers, it contains information 
of interest to top management in all 
industries. 


The 16-page illustrated booklet is 
called “The Meaning of the Labels” 
and includes a condensed version of 
the Insurance Manual of Safe Classifi- 
cations. It illustrates and explains the 
meaning of 22 labels applied to various 
kinds of fire-resistive safes, insulated 
record containers, vault doors, and 
burglary-resistive money chests by 
Underwriters Laboratories, Inc., and 
the Safe Manufacturers National 
Association. 

Also presented are explanatory 
charts showing the direct relationship 
between each kind of safe and the cost 
of safe burglary insurance. 


TABULATING CARD 
OFFICE EQUIPMENT 


TUB FILE 


Exclusive 


724 S. COLUMBUS AVE., 


representatives 


PAYROLL> BILLING j 
ACCOUNTS RECEIVABLE | 


INVENTORY* SUPPLIES 


MOBILE RACK 


THE proper and efficient operation of your electric accounting 
installation calls for the comprehensive use of a number of items. 
MONARCH METAL PRODUCTS, Inc., manufactures a complete line 
of office equipment — of all steel construction — for the filing, 
moving, sorting and storing of your tabulating cards. 

Fabrication and finish are of the finest; design is pleasing as naa 
as practical and utilitarian. 


Offered are tub files, both vertical and horizontal; sorting racks; 
sorting rack trucks; single and double sided portable racks; stationgry 
storing racks; transfer storage cabinets; key punch desk files; card tray 
trucks; trays; control panel cabinets and accessories; and other items. 
We will be happy to help you with any of your tabulating camp 
whether they be of design or space. 


MOUNT VERNON, N.Y. 


in many cities! 
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vice- 
president of the company, the proper 
type of burglary-resistive money-chest 
can save up to 70 per cent of the mer- 
cantile safe burglary rates and up to 
50 per cent on money and securities 
broad form insurance premiums. 


According to John Mosler, 


To make a world globe more useful 
to the purchaser, Replogle Globes, 
Inc., of Chicago has recently published 
a 96-page book entitled “See the 
World on a Globe.” It is given free 


with the purchase of their 12-inch 
Commander globe, which retails for 
$7.95. 


The book has a colorful cover and 
is filled with illustrations. It describes 
all the modern uses of a globe, dem- 
onstrates how a globe can be used to 


measure airline 


study world strategy, 
distances, trace great circle routes, 
compare time around the world, ete. 
It also includes a number of globe 
games as well as an index of places on 
the globe with populations. 

It has always been customary to 
give a manual with a _ globe, but 
Replogle claims it is the first time that 
a globe manufacturer has produced a 
book that endeavors to popularize the 
uses of a globe. 

Specific savings 
benefits directly attributed to stan- 
dardization in American industry are 
cited in “Dollar Savings Through 
Standards,” a presentation of 140 
documented case history studies, now 
obtainable for a $1.00 from the Ameri- 
can Standards Association, 70 East 45 
Street, New York 17, N. Y. 


and = production 


REVISED 1951 W-2 FORMS 


Revised W-2 Forms as prescribed by 
Treasury Department Bulletin No. 2289 
of August 21 are available from the 
Ross Martin Co., Tulsa 1, Okla. All 
Kraftbilt forms will carry the change. 
Using the new forms, it is optional 
whether all four wage spaces are filled 
in, or only three. Forms shipped earlier 
this year are acceptable for use as long 
as all four wage spaces are filled in as 
instructed on the form, or that they are 
filled in as specified by the new ruling, 
providing the explanatory paragraph is 
stamped or printed on employee's cop- 
ies. The new forms obviate this extra 
stamping and save additional clerical 
time and work. 
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Want to check that letter again? It's 
easy to find any place on your Gray 
AvupoGRAPH’s 60-minute flexible disc. 
Just turn the play-back dial...it moves 
the record while you listen. No arms 
to lift or adjust and you won't scratch 
or mar the record surface. 

This exclusive feature is just one 
reason why you will prefer this com- 


AUDOGRAPH sales and service in 180 U.S. cities. See your 


pact versatile AupocrRapH. Use it—see 
how it boosts office output up to 30%. 
Soundwrite conferences, memos, re- 
ports, letters... free yourself (and your 
secretary) for other important work. 

It’s so simple to use, it’s a pleasure. 
You just talk. AupoGRAPH’s treble-to- 
bass tone control keeps your voice 
bell-clear. And the easy-to-file plastic 


Dictation is easier — with AUDOGRAPH! 


-auio6RapH (/ 


It’s quick and easy with AlD0GRAPH PLAY-BACK dial 


The Gray Manufacturing Company, 
Hartford 1, Connecticut 

Send me Booklet 12-S 
“Manpower—starts with YOU!” 


recording dises can be used as many 
as 50 times. ' 

Your secretary and an AupOGRAPH 
will get along beautifully. She'll partic- 
ularly like Aupocrapn’s electromatic 
index which warns her when correc- 
tions are coming up. Saves rewriting! 
Ask her to mail the coupon today. 


Classified Telephone Directory under “Dictating Machines.” aoe pao 
Canada: Northern Electric Company, Ltd. Abroad: Westrex 
Corporation (Western Electric Company export affiliate) in STREET ervey 
35 countries. TRADE MARK “AUDOGRAPH™ REG. US PAT. OFF. a 
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BOOKS, CATALOGS 
(Continued) 


made available by the American Stan- 
dards Association. The 32-page book 
is a printing of a report called “Survey 
to Obtain Data to Show Savings De- 
rived from the Use of Standards by 
American Industry.” It was prepared 
for the Economic Cooperation Ad- 
ministration, by the American Stan- 
dards Association, to encourage Euro- 
pean manufacturers to adopt U.S. 
production methods in order to speed 
military preparedness and to strength- 
en economic self-independence. The 
report is being released in this coun- 
try by the ASA as a service to Ameri- 
can industry. 

“Dollar Savings Through Stan- 


dards” may be obtained for $1.00 from 
the American Standards Association, 
70 East 45 Street, New York 17, N.Y. 


Art Metal Construction Co., James- 
town, N.Y., has published a _ revised 
edition of its guide to the conservation 
of time, energy and space entitled 
“Office Standards and Planning 
Book.” The figures and statements 
contained in the book are standards of 
office efficiency compiled from _ the 
practices of a large number of busi- 
ness concerns. Collectively they con- 
stitute a convenient measuring device 
for office planning and practice. 

Among the subjects featured are 
“Streamlining Office Methods,” “The 
Operation Analysis,” “Office Layout 
and Flow of Work,” “A ‘Check-up’ 
On the Equipment and Arrangement,” 
and many others. 


PUSH-BUTTON MULTIPLICATION 


makes the figures fly 


FASTER-SURER- EASIER 


FASTER—because Marchant’s mechanism 
operates at speeds ranging up to twice those 
of any other calculator. 
SURER—because Marchant is the only 
American calculator with dials for 
verifying the keyboard entry. 
EASIER —because Marchant saves 
the operator at least one step 
in every multiplication problem. 
Since more than half of all calculator 
work is multiplication, experienced office 
workers everywhere choose the calculator 
that multiplies faster, surer, easier. 

The Marchant Man in your phone book 
will prove this by a demonstration 
in your office—call him today. 


GUIDE TO MODERN FIGURING METHODS 


GAKLAND &, CALIFORNIA 


ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] | 
MARCHANT CALCULATING MACHINE COMPAN 
E =: 


3K PUSH-BUTTON MULTIPLICATION 
d Enter multiplicand in keyboard. 


Answer appears simultaneously 
as multiplier is entered in 
Automatic Multiplier row. 


Mail this Coupon with your business letterhead to get our free 


ASSOCIATION NEWS 


“What the M. A. A. Means to Man- 
agement,’ was the subject of the 
address given before the fall meeting 
of the St. Louis Chapter of the 
National Machine Accountants Asso- 
ciation, by Leonard W. Bergmann, 
vice-president of the American Litho- 
fold Corp., St. Louis, Mo. 

“While machine accounting has gone 
a long way toward conquering the 
problems of statistics and analysis,” 
Mr. Bergmann said, “there still re- 
mains the challenge of the complete 
cycle of business, consisting of eleven 
other complete operations before sta- 
tistics and analysis enter the picture. 
The cycle begins when the salesman 
turns in an order, putting in motion 
the succession of operations necessary 
to turn out and deliver that order and 
collect for it.” Bergmann enumerated 
the twelve steps of the business cycle, 
generally recognized by manufacturers. 
“Growth from analysis to a full cover- 
age of the entire cycle would represent 
something like maturity for machine 
accounting,” he said. 

In a move to ease the growing 
shortage of trained business operators, 
the Chapter has instituted its own 
business machine training school, ac- 
cording to Louis Lang, president of 
the Chapter. 

Mr. Lang, who is methods and pro- 
cedure analyst of the American Air- 
lines, Inc., noted that in spite of the 
pressing need for additional operators, 
few employers have been able to spare 
personnel for day-time machine oper- 
ating courses. Now, however, members 
of the Association’s New York chapter 
have taken the initiative in setting up 
an evening school for their employees, 
with classes held twice weekly from 
6:30 to 9:30 at the Henry George 
School of Social Science, in New York 
City. 

The new training program is under 
the guidance of the chapter's educa- 
tional committee with instructors 
drawn from the fields of methods and 
procedure and machine accounting in- 
stallations. Included in the courses are 
instructions in such business machines 
as tabulators, reproducers  collators, 
interpreters and multipliers. 

Mr. Lang expressed the hope that 
the precedent of the New York chap- 
ter will be followed by other Associa- 
tion units across the country. 


The Office Executives Association 
of New York, Inc., New York Chap- 
ter of the National Office Manage- 
ment Association, heard Mrs. A. R. 
Menzies, management consultant, 
speak on “Let’s Study the Record” at 
its November meeting. 

Mrs. Menzies, who has been en- 
gaged in records management for 36 
years as clerk, supervisor, coordinator, 
teacher and consultant, pointed out 

(To page 65) 
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Sturgis Steel Chairs Survive 


Kansas City Flood! 


‘This is one of several Sturgis steel chairs salvaged 
from the offices of the Colgate-Palmolive-Peet 
Company after last summer’s disastrous Kansas 
City flood. For over a week these chairs had 
lain submerged in a corrosive mass of mud, 
acids, oils and the pollution from 10,000 rot- 
ting cattle. 


) 


This is the way a Sturgis No. 1225 Office Guest 
chair looked after being pulled from flood filth. 


The Sturgis Posture Chair Company 
Sturgis, Michigan 


December, 1951 


Sturgis Dealer Wm. J. Evans 
(left) 
Colgate-Palmolive-Peet Com- 
pany the same chair after it had 
been washed and reupholstered. 
Bonderized steel frame 
came through unscathed. 


The 


To the surprise of Colgate-Palmolive-Peet execu- 
tives, when the filth was scraped and washed 
off, the steel parts of the chairs showed absolutely no 
rusting or finish peeling. As soon as the upholstery 
was replaced the chairs were as good as new. 


Sturgis engineers were not surprised, however. 
They had long ago included Bonderizing of all 
metal parts in their program of building chairs 
capable of performing above and beyond normal 
use demands. ‘That these Sturgis chairs survived 
a flood is proof not only of the value of Bonderiz- 
ing but of the soundness of Sturgis manufactur- 
ing methods. 


You can’t see all the quality that’s engineered 
into Sturgis chairs but it’s there in full measure 
—and because it’s there, a Sturgis chair is a 
long term investinent in office comfort and 
efficiency. 


You can’t see all 
the quality that’s 
engineered into 
Sturgis chairs. 
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Man...In Every Industry 


SHOULD BE ABLE TO ANSWER THESE QUESTIONS ABOUT A 
MOST CRITICAL EMERGENCY IN OUR COUNTRY’S AFFAIRS 


Sia Management 


Q. Why is iron and steel scrap a matter 
of importance to me? 


A. Steel for our country’s military pro- 
gram and civilian economy is being pro- 
duced at the annual rate of 107,000,000 
tons in 1951 . . . 119,500,000 tons ex- 
pected in 1952. Steel-making capacity 
is being increased now to meet those 
quotas. 


What Do I Get 


For My Scrap? 


In addition to being paid for your scrap, 
you remove nuisance inventory from 
your plant—saving valuable floor space. 
Also, you have a better chance of get- 
ting new steel or steel products. But, 
most important—you help alleviate 
a dangerous condition threatening our 
country’s capacity to rearm and satisfy 
civilian requirements at the same time. 


Q. How does scrap figure in the produc- 
tion of steel? 


A. Steel is composed, generally speak- 
ing, 50% of pig iron, 25% of ‘“produc- 
tion” scrap (that is, the scrap which is 
produced as a by-product of steel-mak- 
ing) and 25% of “purchased” scrap. 


Q. Is scrap getting scarce? 


A. Yes. The supply of purchased scrap is 
not increasing fast enough to meet the 
needs of increasing steel production. 


Q. What if the needed scrap isn’t ob- 
tained? 


A. Open-hearth furnaces will not be 


Office Management and Equipment 


The Office Executives Own Magazine 
212 FIFTH AVENUE 
A Geyer Publication 


OFFICE MANAGEMENT AND EQUIPMENT 


NEW YORK, N. Y. 


able to operate at capacity. That will 
mean a loss of steel production . . . and 
fewer products made of steel. 


Q. Why not use pig iron instead of 
scrap? 


A. Every ton of scrap conserves ap- 
proximately 2 tons of iron ore, 1 ton 
of coal, nearly % ton of limestone and 
many other vital natural resources—to 
say nothing of the extra transportation 
facilities that would be otherwise re- 
quired. 


Q. How can more scrap be furnished? 


A. By everybody pitching in—as we 
always do in every emergency—and 
searching out all possible sources of 
scrap. 


Q. What are these sources? 


A. Metal-fabricating plants normally 


Every pound of idle metal is need- 
ed to keep our steel mills operating 
at top capacity. Sell your idle metal 
to a local scrap dealer right away. 


turn over to scrap dealers the scrap 
left from machining. But there’s not 
enough of this to fill our present enor- 
mous need. So everybody—both in and 
out of the metal-fabricating industries 
—must sell scrap in the form of idle 


metal. 
What Do | Do First? 


Write for free booklet. It tells how to 
set up a Scrap Salvage Program in 
your plant. Thousands of plants are 
cooperating. Do your part now! Ad- 
dress Advertising Council, 25 West 
45th Street, New York 19, N. Y. 


Q. We don’t produce scrap—how can 
we help? 


A. Scrap is any kind of iron and steel 
that’s gathering dust—obsolete ma- 
chines or structures, jigs and fixtures, 
pulleys and wheels, chains and track, 
valves and pipe—anything with rust on 
it or dust on it. Non-ferrous scrap is 
needed, too. 


Q. What do we do with it when we 
find it? 


A. Use your normal channels or get in 
touch with a recognized scrap dealer. 


SCRAPPY SAYS : 
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ASSOCIATION NEWS 
(Continued) 


that in every type of business, irre- 
spective of size or nature, that depart- 
ment which handles the records corre- 
spondence is a “hub” of the “wheel.” 
In the records are linked and coordi- 
nated all activities. Today, records 
management is important from the 
point of view of reducing wasted time. 
Labor rates increase, good help is not 
always available, but good records 
management can help get things ac- 
complished quickly and efficiently. 


“Protection of Vital Records” was 
discussed by John Mosler, vice-presi- 
dent of the Mosler Safe Co., before 
the Columbus Chapter of the National 
Association of Cost Accountants at 


the Hotel Fort Hayes, Columbus, 
Ohio, on November 26. 
Mr. Mosler, a fourth generation 


member of the safe and vault firm, is 
a trustee of the Commercial Crime 
Commission, Inc. He served as special 
agent in the #Counter-Intelligence 
Corps during World War II. 


The second lecture in the series of 
eight which the Extension Division of 
Cornell University has arranged in 
cooperation with the Transcription 
Supervisors’ Association of New York 
was given recently by Jules M. Grau- 
bard, director of personnel and em- 
ployee relations at Bache & Co. 
Certificates will be awarded to those 
persons who attend six of the eight 
lectures. The lecture was given at 
Whyte’s Restaurant, New York. 


The Records Management Associa- 
tion of New York held its monthly 
meeting recently, when Miss Mary E. 
Tuttle, personnel director of RKO 
Service Corp., and president of the 
Personnel Club of New York, spoke 
on “Meeting Manpower Shortages in 
a Defense Decade.” The talk was the 
third in the Association’s series of edu- 
cational programs. , 


The Office Management Association 
of Chicago is completing plans for its 
10th Annual Seminar and Business 
Show. The Seminar, co-sponsored by 
Northwestern University, will be held 
February 25, 26 and 27, 1952 at the 
Conrad Hilton Hotel, Chicago. Top 
speakers from various parts of the 
country will elaborate on the Seminar 
theme “Management-Manpower-Meth- 
ods” by covering such subjects as job 
evaluation, training, incentive pay, 
work simplification, wage stabilization, 
office mechanization and health and 
safety programs. 

The Business Show will run concur- 
rently with the seminar but extend an 
additional day, the 28th. 
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RUGGED is the best word 
for this sturdy office desk! 


The Commerce Line is designed for hard service, 
ruggedly constructed of well-seasoned oak. In spite of its ~ 
modest price, the Commerce includes many time-saving, 
work-saving features found only in much more expensive 


desks. 


For example, front legs are recessed for added comfort, 
typewriter is held in special “work saver” compartment and 
metal drawer pulls are used throughout. 

Visit your nearest Imperial dealer today and ask to see 
the economical Commerce Line. 


Need More Space? 


Imperial's office Planning 
Guide will help you “find” 
it. Write for complete kit- 
floor plan, cut-outs, decor- 
ating advice, etc. and name 
of nearest dealer. 


Imperial acsk company 
EVANSVILLE 7, 


INDIANA 


. . - Dependable visible records with SigNalok 


You'll never be crossed up by signals on 
SigNaLok equipment, because the fa- 


’ mous Self-Lock Signal can’t move out of 


place without the intentional, action of 
the operator. 


No other visible equipment offers this 
positive protection. Accidental shifting 
of signals, which always gives wrong in- 
formation, is positively prevented. A 
patented locking device is built into the 
signals themselves, yet every signal is 
easy to move when it should be moved. 


No reason ever to question the accuracy 
of individual signals before reading their 
pattern. Analysis of data can always be 
reliable and certain because, with all 
SigNaLok signals locked in place, the 
pattern itself is locked in place. 


4 WASSELL EXCLUSIVES 
OFFICE MANAGEMENT AND EQUIPMENT 


Patented Self-Lock Signals are only one of 
SigNaLok’s 10 exclusive features which 
include the famous Quick-Shift Pocket. 


Why not send today for sample SigNaLok 
Quick-Shift Pocket with Self-Lock Signal 
and full information ... with our sincere 


compliments. 
| WASSELL ORGANIZATION INC. | 
| WESTPORT CONNECTiCuT! 


i! would like to have a sample SigNaLok H 
g Pocker and SigNaLok literature. 


| NAME 
POSITION 


l (Please attach to your business letterhead) 
PRODUC-TROL 
INSTALVELOPE 


ROTOR-FILE 
SIGNALOK 
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Today's faster business pace 
makes one fact clear. In many 
plants and offices the regular 
exterior telephone system is not 
enough! It may actually be a 
bottleneck! Kellogg SELECT-O- 
PHONE breaks that bottleneck! 


@ INCREASE PRODUCTION 
@ IMPROVE EFFICIENCY 
@ REDUCE COSTS 


Automatic, requiring no opera- 
tor and independent of your 
switchboard, SELECT-O-PHONE 
is the modern means of trans- 
mitting orders, of exchanging 
ideas with individual execu- 
tives or groups inside your 
business! 


GET THE FACTS 


Many of the greatest names in 
commerce and industry are al- 
ready using SELECT-O-PHONE! 
For complete information, send 
coupon today to: 


THE /S5/2€ VOICE OF BUSINESS 


In addition to the election of Charles 
Z. Meyer, comptroller of the First 
National Bank of Chicago, as presi- 
dent of the Controllers Institute (re- 
ported in the November issue of this 
Magazine) the following officers were 
named at the Institute’s 20th Annual 
Meeting at the Waldorf-Astoria, New 
York: 

Vincent C. Ross, vice-president and 
treasurer of Prentice-Hall, Inc., New 
York, and immediate past president of 
the Institute, elected chairman of the 
board; Allen Lester Fowler, manager, 
investigations and reports department, 
Day & Zimmermann, Philadelphia; 
Frank Klein, vice-president, Worth- 
ington Pump & Machinery Corp., 
Harrison, N.J.; Paul E. Shroads, 
assistant treasurer and comptroller, 
National Steel Corp., Pittsburgh, 
Ralph H. Smith, controller, Cleveland 
Electric Illuminating Co., Cleveland, 
Ohio, all chosen regional vice-presi- 
dents for the coming year. Renamed 
to that office were: Thomas P. Carley, 
treasurer, Englander Co., Chicago; 
Owen T. Jones, vice-president, Ameri- 
can Trust Co., San Francisco; J. R. 
Mulvey, assistant comptroller, Humble 
Oil & Refining Co., Houston; John R. 
Sanderlin, controller and treasurer, 
3rown - Forman Distillers Corp., 
Louisville, Ky.; and Robert N. Wallis, 
assistant treasurer, Dennison Mfg. 
Co., Framingham, Mass. 

Louis W. Jaeger, secretary-treasurer 
of Avon Products, Inc., New York, 
was re-elected treasurer of the Insti- 
tute, and Edward C. Hof, comptroller 
of American Brake Shoe Co., that city, 
was renamed assistant treasurer. 

The new directors chosen at the an- 
nual business meeting include: Dudley 
EK. Browne, comptroller, Lockheed 
Aircraft Corp., Burbank, Calif.: Dee 
Davis, secretary and treasurer, The 
California Co., New Orleans; Joseph 
T. Foerth, assistant secretary, assis- 
tant treasurer and controller, The 
Bassick Co., Bridgeport, Conn.: Theo- 
dore F. Gloisten, controller, The 
American Home Magazine Corp. New 
York; A. D. Harder, comptroller, 
Southwestern Life Insurance Co., Dal- 
las; Emmett J. House, vice-president, 
Union Planters National Bank & 
Trust Co., Memphis: J. McCall 
Hughes, controller, The Mutual Life 
Insurance Co., of New York: Harold 
A. Ketchum, controller, Fasco Indus- 
tries, Inc., Rochester, N.Y.: Alvin 
Kropf, vice-president and controller, 
R. L. Polk & Co., Detroit; C. J. Kush- 
ell, Jr., controller, The Port of New 
York Authority; Lester M. LaPorte, 
controller, Wisconsin Electric Power 
Co., Milwaukee; Stanley E. LeBrocgq, 
retired controller, The Steel Co., of 
Canada, Ltd., Hamilton, Ont.; Wayne 


4 

How to use 

INTERNAL AUDITING 

to help your company 
—improve policy 
—increase profits 


—_—_ 


The true, present-day 
function of internal 
auditing—as opposed 
to routine checking— 
is fully outlined and 
implemented in this 
book. It tells the aims 
to establish a — 

i o follow to ‘ 
aoomg od Audit Division a definite and 
positive factor in the search for in- 
creased efficiency, elimination of waste, 
and new standards of performance; 
it tells how to sell top management on 
this new function. It sets up procedures 
to follow in making audits in the fields 
of cash, credit, inventory, purchasing, 
sales, payroll, production reporting, 
production planning, traffic, and mainte- 
nance and construction. 

Just Published! 


INDUSTRIAL 
INTERNAL AUDITING 


By W. A. Walker 
Vice-president Accounting 
United States Steel Company 
and W. R. Davies 
Director, Audit Division 
United States Steel Company 
323 pages, 6 x 9, py forms and exhibits, 


In this practical book you will find the 
Audit Cecsatane described in the light of 
today’s concept, which gives it new 
objectives and a new scope. The auth- 
ors show how modern auditing com- 
prises a complete intra~-company finan- 
cial and operational review—then go on 
to give methods for fulfilling this wider 
aim. It tells the auditor how to make 
himself and his function accepted and 
welcomed throughout the company, how 
to write audit reports that will assist 
management, how to find the weak- 
nesses and dangers in certain control 
practices. It tells how to organize the 
internal audit staff, then sets up objec- 
tives and detailed procedure to follow in 
making specific audits in ten different 
areas of a business. 


Gives scores of pointers, such as— 


@ How a routine check on a complaint statement 
can uncover fraud 

@ How to decide which minor errors should be 
included in a report and which should not 

@ Which credit accounts the auditor should ex- 
amine most wage : . 

@ Why the auditor should check the specifications 
against the manufacturing order 


: @ What standards the auditor can set up to deter- 
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To the Personnel Manager 


who must deliver miracles 


in today’s tight—and growing tighter—labor market | 


The squeeze is on, but lessons learned “the last time” can serve 
you well today. 

Here—in a book that’s yours for the asking—are dozens of 
proved-in-use ideas for personnel administrators: How to inven- 
tory your manpower. How to match available skills to expanding 
job requirements. How to spotlight weaknesses. How to main- 


tain required records efficiently. How to increase overall prod- 


uctivity. \ ; 
today’s difficult labor market conditions. 


In short, how vou actually can work wonders under 


Send today for Remington Rand's informative 88-page book 
“Personnel Administration—Records and Procedure.” You'll find 


it packed with authoritative facts on these vital subjects: 


Application Forms and Procedures . 
of applicants. Cutting red tape. 
Job Analysis... matching people to jobs.. 
Identification Practices .. . 
Employees’ History Records . . . 
ratings, job transfers, promotions, wage adjustments. 


Payroll. . . 


economically. 


You're busy. That's all the more reason why you need new, 


manual and mechanical systems for handling payroll 


better svstems and methods now. Rush the coupon today. 


. simplified. Faster screening 


. time-saving techniques. 
spotting misfits and poor security risks. 


signaling of the facts that affect merit 


bi Lashes. CVS) a 
ot. pLolstLAtsiee soins 
miaiol ss jachesoe James 


. x | StL Adams John 7 


KARDEX VISIBLE for personnel facts at a glance 


This Employees’ History Record shows how Kardex helps so many person- 
nel men “cut corners.” The signals in the visible margin tell you all the facts 
you need to know fast —at a glance! For the book that shows all the impor- 
tant proved-in-use personnel records, send the coupon today or phone the 
nearest Remington Rand Business Equipment Center. 
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Help Wanted—tale 


| DESIGNERS 
CHECKERS 
DRAFTSMEN 


: EXPERIENCED ON 

| PRECISION OR AUTOMATIC 
MACHINE DESIGN 

INTRICATE MECHANISMS 
RADAR EQUIPMENT 

COMPUTING MECHANISMS 


DESIGNERS & CHECKER 
Must have minimum & to 10 years 
board exp with epprentnahery 5 ears’ 
of actual design experience 


DRAFTSMEN 
Must have minimum of 5 years’ 
Doard experience. Bring samples. 


DRAFTSMEN 


— 


THESE ARE NOT 
TEMPORARY POSITIONS 


iy Apply Tues to Sat, 9 AM-3 PM 
E tel ALSO WED TO9PM 
| ELECTRONIC 
} paid 
ENGINEERS 
sachs 
aa st 
a4 st OPPORTUNITIES EXIST 
AU FOR GRADUATE ENGINEERS WITH 
p43 | DESIGN DEVELOPMENT & PRODUW 
W 42,, EXP IN ANY OF THE FOLLOWING 
tx ANALOGUE COMPUTERS 
i ssi SERVO ry Pt ay NISMS 
es RLECTROM ic ( CIRCUITS 
“s COMMUNICATION EQUIPMENT 
ast). IRCRAFT ¢ ‘ONTROLS 
dee Field HYDRAULICS 
32-5247. INSTRUMENTATION 
a, 0 88 BLECTRONIC PACKAGING 
at: PRINTED CIRCUITS 
oul PULSE TRANSFORMERS 
~" pe os0 FRACTIONAL H P MOTORS 
th 
"Printing THESE ARE NOT 


TEMPORARY POSITIONS 


5:\Apply Tues to Sat, 9 AM-3 PM 
ALSO WED TO 9 PM 


Management Controls Division, Room 1530 
315 Fourth Avenue, New York 10, N. Y. 


Please put n 


1c on your list for a free copy of 


“Personnel Administration” (X521). 


Firm 
Address 
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MARGINALLY PUNCHED 


CONTINUOUS 


CARBON INTERL 
FOR ALL TABULA 
TELETYPE & ACCO 


YOU CAN GET 


PROMPT DELIVERY! 
90 DAYS ON MOST ORDERS 


Qualified intelligent cooperation in 
producing your marginally punched 
lithographed continuous forms. Pre- 
cision-made for perfect results on all 
tabulating equipment. Satisfied na- 
tional users are our best recommend- 
ation. 


We also produce Snapsets on our 
exceptionally diversified equipment. 
Get in touch with Mr. Ruskin Watts 
for full information and samples. 


Write, Wire or Phone—Today! 
No Obligation 


ALFRED ALLEN WATTS CO, INC. 


218 William St., N. Y. 38, N. Y. 
Phone WOrth 2-6220 


Plants: New York City 
Newark, N. J. Belleville, N. J. 


COMING EVENTS 


Office Management Association 
of Chicago 
February 25-27 
Annual OMAC Seminar and 
Business Show 
Conrad Hilton Hotel, Chicago 


National Association of Purchasing 
Agents 
February 11-12 
General Office Buyers’ Group 
Annual Mid-Winter Conference 
Midston House, New York 


British Industries Fair 
May 5-6 
“London and Birmingham, England 


The International Organization 
for Standardization 
June 9-21 
Triennial Meeting 
Columbia University, New York 


The necessity for introducing broad- 
er American management methods 
and procedures from this country to 
supplement Economic Cooperation 
and Administration (ECA) help to 
countries receiving Marshall Plan as- 
sistance abroad was stressed before a 
group of prominent New York execu- 
tives and management specialists at 
the regular monthly dinner meeting of 
the Office Executives Association of 
New York at the Brass Rail restau- 
rant, 100 Park Ave. 

Eldridge Haynes, president of the 
National Management Council, out- 
lined the results of three recent trips 
to Europe under the joint sponsorship 
of ECA, the National Association of 
Manufacturers and the National Man- 
agement Council. His address, “The 


INTRODUCING « 


DICTATING 
_ MACHINE 


"on the spot 


@ Truly portable—10 Ibs. 
be -use— te 


MAGNETIC RECORDIN 


30 BROAD STREET 


Insurance companies who appreciate 

the complete protection of quality 

envelopes buy more than 65 sizes and 26 
different styles of Shepco envelopes 

+ + - and insist on Mint-E-Seal flavor 

flaps for ‘business reply” envelopes. 


"ENVELOPE CO. 


One Envelope Terrace 
Worcester 4, Mass. 


Send today for Insurance Folder #36. 


Stake of American Management in 
Business and Industry Abroad,” point- 
ed up the vital role American manage- 
ment and business methods are playing 
in securing the maximum benefit from 
the billions we are spending in foreign 
countries to bolster their economies 
and raise standards of living in Eur- 
ope and Asia. 


ISTRIES. 


NEW YORK 4. N.- i, 
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“VICTOR CAN HELP YOU § 


Increase Efficiency, Cut Costs! 


se 


y 
6 
s VICTOR CUSTOMS 

Available in 10-key or full keyboard. 

Total 999,999,999.99. Both models 

same size, weight and price. 
ae {MD 0987654321 Q)\ 
‘ Movable Decimal Marker Speeds Calculation 
in Exclusive with Victor. Point off decimal places by 
it- pre-setting the marker. Eliminate counting columns 

on tape. Speeds calculating, multiplication, division, 

e- addition, and subtraction of decimal equivalents. 
1g 


BEAUTIFULLY DESIGNED, ruggedly built Victor Customs add, sub- 
tract, multiply, divide, automatically compute credit balance. You 
can calculate with Victors. They cut operating costs by simplify- 
ing figure work and by saving you the extra cost of more expensive 


VICTOR CUSTOMS machines that need trained operators. 
Available in hand or electrically operated models with totaling 
DO ALL THESE FIGURING JOBS capacities of eleven or nine columns. There are 42 basic models 
FASTER, MORE ECONOMICALLY: in the Victor line, from the utility models to those specially built 
for specific business problems. Call the Victor Branch or Author- 
Invoice and remittance ized Dealer listed in your classified phone book . . . or mail coupon 


below for FREE booklet, “The Secret of Speed.” 


Victor Adding Machine Co., Dept. OM-1251 
Chicago to, timers 


Please send free literature on the complete Victor line 
and free booklet, “The Secret of Speed,” showing 7 
how the new Victor Customs do many calculating 
jobs as well as adding machine work. 


handling 


® Collection and summary of 
gross premiums 


e Figuring operating and 
budget ratios 


@ Preparing profit and loss 
statements 


@ 101 other figure problems 
peculiar to your business 


‘ 
i] 
: NAME 
: COMPANY NAME 
1 H 
VICTOR ADDING MACHINECO. ; “”™** — : 
Chicago 18, Illinois ; ee a es : 
The World's Largest Exclusive t 1 
Manufacturers of Adding Machines Licensee 
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What do you own? 


(rom page 24) 


struction, also fastened to the ceiling, we feel that, 
since our walls are so easily movable, they are similar 
to other office furniture, such as desks. 

“From our general experience, we do not know of 
any law that will not permit a tenant to take par- 
titions wtih him when he moves, providing he owns 
the partitions; however, if the partitions are made 
a part of the lease, which states that they belong to 
the building owner, of course the lease would govern.” 
“The installation of our partitions generally is ac- 
ceptable because it involves only minor damage to 
the building,” says G. A. Elson, Martin-Parry Corp., 
Toledo, Ohio. “It is only necessary for us to point out 
our method of installation and this question is easily 
resolved. 

“The matter of tenant-owner rights is usually 
an agreement made between these two parties. With 
our partition system, it is possible for the tenant to 
remove the partition when vacating a space and to 
use the material in a new location.” 

M. A. Smith, United States Gypsum Co., Chicago, 
says: 

“The building owner who still has rentable space 
which is not acoustically treated is very unapt to 
prevent an addition to his structure that is an asset 
in renting the space after the tenant who has in- 
stalled it has moved. Many building managers have 
told me that acoustically treated spaces are always 


rentable with greater ease than those which are not, 
and quite occasionally at a higher than normal price 
for the space were it not treated. 

“Additions of acoustical treatment or similar ma- 
terials which are as permanently fixed to the plaster 
on walls or ceilings as acoustical materials are normally 
installed, constitute additions to the real estate and 
not-to the personal property of the tenant, regardless 
of who pays for them and, therefore, become the 
property of the owner of the building. The tenant, 
therefore, cannot remove such materials and take 
them to a new building, although in some cases, 
probably requiring a statement of some sort in the 
lease, they have been removed and erected under 
similiar clauses in other buildings.” 

Mr. Smith concludes with perhaps the most im- 
portant point to consider in the entire question: 

“On the economic side of the picture, if one as- 
sumes a saving of, say, 10 per cent in operating costs 
of the office because of the installation, the increase 
in his efficiency would amortize the cost in due time, 
so the tenant has no reason for avoiding purchase 
even if he has a short-term lease.” 


Liquid Plastic Adhesive Offered 

Liquid plastic adhesive for book and page repairs is now 
being distributed by Bro-Dart Industries, 59 E. Alpine St., 
Newark 5, N.J. Called Bind-Art, the adhesive comes in an 
8 oz. plastic squeeze bottle that is unbreakable and spill- 
proof. It is a liquid plastic that dries quickly to a perma- 
nent, flexible, transparent weld. Bind-Art is offered in two 
sizes: a quart glass jar, and the 8 oz. plastic squeeze bottle. 


Weary, dog-eared folder tabs are difficult to read — 
| ea become a nuisance to office personnel. 


ennison new Reinforced Tab Labels........ over the old folder tab. 


Here’s why you should use Dennison Reinforced File Folder 
Tab Labels: 

@ Make worn folders as good as new. 

@ Reinforce new folder tabs while labeling. 

@ Form a triple strength tab for long wear. 

@ Ready to use in easy-to-type strips. 

@ 8 colors for easy subject classification. 

@ Fit all 14 cut folders. 

@ No ridges to catch on papers. 
Order a supply of Dennison Reinforced File Folder Tab 


Labels from your stationer today. 


For free samples, write Dennison, 
Dept. OM, Framingham, Mass. 


offer a quick and simple remedy—just slip a strip in- 
to a typewriter... type the headings... and stick them 


It’s just as easy as ordinary labeling — it makes worn 
folders as good as new — gives long-lasting triple 
strength to new folders.. 


NEW! Reinforced File Folder Tab Labels 


70 OFFICE MANAGEMENT AND EQUIPMENT 


December, 1951 


} —_— ee a a, ee a SS CO .. 5) ee ee ee 2 \~ a, es ~ 
AT a 
ae ig 
Sif a 
Bs 
ae a 
ber ab 
i 
— a 
a tl. 
a tea 
“ 2 4 
Fai 
: fs ; ey 
le 
ct er 
ae ae 
ie pte 
ui 
ee | 
} be oe 
= E 4 
me are (a a + a a PM oes og oe nt ay rae PS. 
a A -. io 2 il ie ae — : 4 ~ 
f i ee P ik a ‘ie en eee Ce CSR “ a - rg 
i r : i. gf” A BS : ae ae ems “i. ‘ e a ee 
Piss ' 4 io 5 e , Ps ee . oa: , ho pt 
es ey, _ * We Divas : a ban enon 3 J: i J ga ©. 
a7 ge - ce ARAL eae 8 : a a ee es: \%i i. Aoi 
. i  ™“ 4h ea | ie! 
ers 2 i i Gru, > zi eS x = & | 
~—s a 
fe 1 ol nr 
5 
a 6 | 
pees - Hg : les 
. % rf : ry Ps . . > 
f Pe? 
a = 7 7 7 : 
is — S- 
al 
- 
. 2 eee 
* Pe 
a ie 
= a as 
fy 
oie). aan ;, 


Le 


December, 1951 


For better busvess living 


VINICB 


Commercial Office Equipment 


INVINCIBLE METAL FURNITURE CO., Manitowoc, Wis. 
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THE PERFECT CHRISTMAS GIFT Inventory 


(From page 27) 
: ; | ¢ - Y 


NA 


In addition to the basic card or sheet, many stores 
will require one or more reports to be prepared from 
the records from time to time. These reports will 
vary to a greater extent from store to store than will 
the basic card or sheet because of the location of the 
controls (centralized or decentralized at the store, or 
at the warehouse) as well as the number of stores and 
the needs of the merchandise division. In a single 
| store operation with the control located in or near 
the buyer's office no formal reports would be required 
_ because the buyer would review the control cards or 
| sheets themselves, jotting down the information he is 
seeking, or he would instruct a control clerk to ex- 
tract such information. At the other extreme is the 
condition where the controls are located at a central 
warehouse which serves three, four, or more stores. 
In this case, regular weekly or monthly reports of 
sales and stock by style or model might be needed. 
In addition, special daily reports of certain items dur- 
ing promotions would be necessary. Even in this 
latter case, before going to market the buyer probably 
would want to review the basic cards or sheets. 

The unit control for big ticket items usually pro- 
vides for the following postings: on order, received, 
sold, and on hand. Because of the high average price | 
of the units, there frequently is a need to refer to the 
source of the postings and therefore these original 
documents are indicated by number, purchase order. 
receiving memo, salescheck, transfer, and price change. 


ore a refresher chair 
by “Taylor 


It’s a well-liked executive posture 
chair for it gives a comfort-lift to 
work-a-day routine and tension. 
Style-wise, it’s in the excellent tra- 

dition of Taylor Chairs that have 
reflected the nation’s trends for 
one-hundred and thirty-six years. 
It’s a chair of success... Taylor 
crafted for service 
extraordinary. 


Stus Type oF CONTROL 


The stub type of control revolves around the use of 
a perforated price ticket, one portion of which is 
| detached at the time of sale and serves as the basis of 
_ analyzing sales as to price, manufacturer, style, color, 
size, material, and other factors if the situation de- 
mands it. The stub control is used in more depart- 
| ments than is the salescheck type and is less costly to 
operate, but because it deals with fashion departments 
the over-all accuracy and timing of the records are 
just as important. 

At times, in dealing with the establishment of unit? 
control for ready-to-wear departments there may be a 
tendency to lose sight of the fact that fashion applies 
to low-priced as well as to high-priced merchandise. 
Therefore, a store should see to it that the buyer of 
budget dresses has as accurate a control as the buyer 
for the gown room; that the departments in the base- 
ment store are set up with controls as well as those 
in the main store. Of course, if a department pro- 
duces an unusual number of transactions, the sheer 
4815% weight of numbers might necessitate some streamlin- 

ing of the control. 

Ready-to-wear departments are characterized by 

| low inventory and high turnover (6 to 10 or more 
turns against a store-wide average of 4). by relatively 

° high initial markup (up to 47% or more in milli- 

The*Iaylor Chair Company _ nery), by high markdowns (as high as 17% in better 
_ dresses compared to a total store figure of 7%), and 


Bedford. Ohio. U.S. A. by high alteration costs even though a charge to the 
' customer is made for the alteration. The possibility 
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AT EACH DESK—in the mailroom—in the ing. They stick-at-a-touch, stick-to-the-job, 
i stockroom, these three “Scotch” Brand tapes perform perfectly through the roughest han- 
od. do dozens of time and money-saving jobs... dling! Order this handy ‘““Tape Trio” from your 
rae mending, sealing, holding, attaching, protect- regular supplier today. 
the } ’ 
nal mek 
er ie 
- | ws 

of 
is 
ol 
or, 
de- 
irt- 
to + y AN \ \ > iis 
nits Ae ages ep ries 
are FAMOUS “Scotch” Brand Cello- DOU BLE-COATED transparent STRONG “Scotch” Brand Ace- 
phane Tape No. 600...transparent. ““Scotch”’ Brand Pressure -sensi- tate Fibre Tape No. 750 protects 
Seals, holds, splices, mends quickly tive Tape No. 666 has adhesive on documents, blueprints, envelopes with 
nit ’ and easily. It belongs on every desk. both sides. Perfect for attaching en- a lasting, tear-proof edge... binds 
a Order tape and tape-saving dispenser dorsements, riders. Thin but tough, it booklets, memo and check pads. Use 
z . your supplier has both. won’t interfere with writing or typing. with “edger” shown above. 
ies 
se. | 

f 
: QUICK FACTS 
| it] ” 4 
se on “SCOTCH” Brand al 
vss Pressure-Sensitive Tapes TC TCH 
ner @ FAST—ready to apply. Need no f BRAND 
ai moistening, no activating. Pre S iti ; 

- 
by @ ECONOMICAL—reduce waste, save ressure onsiv ive 
re labor time. . 
ely . ° ° 
ie @ DEPENDABLE— adhesive grips firmly, 
“ positively. 
nd 

> “ i i di U.S.A. by Mi 
me Mining E Mig Co. St. Pant ot Mine slo Saskers ‘of “Scotch” Sound ‘Recording ‘Tage, “Underseal™ Rubberized Coating, Mgcotchlite” ‘Reflective 
ity Sheeting, bby is Walk” Nen-dlie Surfacing, “3M” Abrasives, “3M” Adee, meral Ex _ Minn. Mining & Mfg. Co., International Division, 

¥ 270 Park Avenue, New York 17 Y.In Canada: Minnesota Mining & Mfg. of Canada, Ltd., London, Canada, 

- December, 1951 OFFICE MANAGEMENT AND EQUIPMENT 73 
> a ae J 2 , 1 5 - as | ee 


ae ot rel Sawer 


| : : Pe 


EXCEPTIONALLY 
FAST DELIVERIES 


1-TIME 
CARBON 
FORMS 


seceacset 


COMMERCIAL 
FORMS 


MANIFOLD 
BOOKS 


wee ENVELOPES 


PAPER 


We not only SELL... but SERVE a4 well ! 


ESTABLISHED 1920 


HYGRADE 


. PRINTING é STATIONERY CO., INC. . 


121 VARICK STREET, NEW YORK 13, N. Y. 
Algonquin 5-4530-1-2-3-4 
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of increasing the profitableness of the entire store 
through lower inventory, higher turnover, and lower 
markdowns is a constant challenge in ready-to-wear 
merchandising. Increasing sales by having the right 
styles at the right price, and in the popular colors and 
sizes makes up to date information as to sales and 
inventory of utmost importance. Re-ordering on the 
basis of faulty controls is quite risky and may be 
costly. 

The ready-to-wear control centers around the style 
numbers of the articles being controlled. A single 
style number usually is sold at only one price and is 
purchased only from one manufacturer, but likewise 
it always is available in more than one color and size. 
Therefore, the introduction of color and size data 
into the records will affect the design of the basic 
control sheets. In addition, the development of 
branch stores poses a problem because stock and sales 
information by location is very important in a ready- 
to-wear operation. 

Although the basic control sheet will vary from 
store to store it usually will provide for two or more 
months’ history of “on order,” receipts, sales, and on 
hand. Also the “on hand” data are shown both by 
size and color. An organization with more than one 
store would have to use one copy of the form for 
each store, or the form would have to be enlarged 
considerably to allow for color and size information 
by stores, or the latter information might be placed 
on the reverse side. To eliminate color and size infor- 
mation would require in its place frequent physical 
inventories. At least one chain operating many stores 
has split this so-called basic form into two parts, one 
part providing sales and stock information by color 
and size for each store, and the other showing his- 
torical information as to orders, receipts, and sales 
without regard to store, size, and color. 


INVENTORY TYPE OF CONTROL 


The inventory type of unit control, which is the 
method whereby the unit sales of specific items are 
determined by taking periodic inventories thereof, is 
applicable to more departments than either the sales- 
check method or the stub method which were de- 
scribed in the preceding two articles. The salescheck 
type of control, as we have seen, covers big ticket 
items and the sales of these items are recorded on the 
stock records by use of a copy of the salescheck. The 
stub type of control, which is found mainly in ready- 
to-wear and related departments, utilizes a stub from 
the price ticket as a means of recording the unit sales. 

In many stores all big ticket items as well as ready- 
to-wear and accessories are controlled by salescheck or 
stub methods, or variations of these methods, but 
the rest of the store’s merchandise is not controlled or 
is controlled on a hit or miss basis. In other words, 
the greatest portion of the merchandise in these stores 
is not under any form of systematic control, although 
the benefits to be derived probably are as great as 
those from the stock records of the other departments. 
Perhaps the reason for this condition is that items 
such as domestics, blankets, notions, stationery, and 
handkerchiefs are less volatile than ready-to-wear and 
accessories, or do not present the warehousing and 
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REMEMBER THE NAMES OF STAPLERS MADE BY ACA? 


HE names of ACE Staplers are short, easy 

to remember .. but be sure to emphasize 
“ACE”, with unmistakable determination. No 
matter what price you are prepared to pay, 
you're sure to find a better ACE Machine to 
meet your budget. Ruggedly built, with watch- 
like precision, of finest materials, they give a 
lifetime of service and satisfaction. Millions 
are in use throughout the civilized world. 


BEFORE YOU BUY, SEE THE FULL LINE OF ACE STAPLING EQUIPMENT 


ACE STANDARD 


ACE PILOT 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE 
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HOW THE ACE PROCESS OF TREATING 
WIRE MAKES ACE STAPLES STRONGER 


FIGURE 1 FIGURE 2 


FIGURE 1. . Shows oa cross-section of an ALL-ROUND 
steel wire. Ace uses only premium, precision-made, 
accurately drawn-to-size steel wire. 


FIGURE 2. . Shows the all-round steel wire after being 


treated by the ACE PROCESS. This gives maximum 
strength on the outer edge where it is needed most. 


STAPLES. 
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aluminum 
chairs 


Good tools 
pay for themselves 


There is no more important tool in an office than the chair 
provided for the office personnel. Actually, the efficiency 
with which the employee operates the various office appli- 
ances depends to a great extent on the efficiency of the 
chairs in which he or she is seated. 


a 
Provide proper seating and you gain important dollars- 
and-cents efficiency. Why not buy chairs that pay their 
own way? Why not buy the best—buy FINE-REST. 


“America’s Standard of Business Seating” 


—— 
pM SCC 


° . AETNA SAFE CO., 46-50 W. 29th ST., NM. Y. 
DisVibulor METROPOLITAN N. ¥. & EXPORT DISTRIBUTOR 


service problems encountered when selling appliances 
and furniture. Whatever the cause, the failure to 
expand unit control into these areas on a definite, 
planned basis, probably results in lost sales because 
of depleted assortments of wanted merchandise, and 
in reduced turnover and higher markdowns because 
of excessive investment in unwanted merchandise. 

The inventory method of unit control is intended 
to assist the store in determining the proper relation- 
ship of stock to sales for individual items, taking into 
consideration the amount of merchandise on hand 
and on order as well as the length of time it takes to 
place an order and to obtain delivery. This goal, of 
course, is no different from that of the salescheck or 
the stub methods, but it is accomplished in a manner 
which is different because of the nature of the items 
so controlled. In determining the sales for a particu- 
lar period the formula is simple: on hand at begin- 
ning of period plus receipts minus on hand at end of 
period equals sales. 

An important factor to be considered is the deter- 
mination of “coverage,” that is, the number of weeks’ 
sales that should be on hand and on order at each 
inventory date. The establishment of the coverage 
takes into consideration the length of time, in weeks, 
of: (1) the summarizing of inventories, and the writing 
and processing of the order, (2) the filling of the 
order on the part of the vendor and making delivery 
to the store, (3) the interval to the next inventory, 
and (4) a “cushion” for contingencies such as errors 
in judgment regarding sales, delivery delays, and so 
forth. While each item in a department will have its 
own “coverage” if an attempt were made to figure it, 
from a practical viewpoint the coverage of groups or 
classes of items should be standardized to a consider- 
able extent. In the case of highly seasonal merchan- 
dise, the coverage might approach a full season's 
expected sales. 

The intervals between inventories should be estab- 
lished on a definite basis, having due regard for the 
expected turnover of the items being controlled. Since 
each unit control inventory is intended to be a re- 
order time, the more frequent the inventories the high- 
er the turnover. There is a practical limit, of course, 
to the frequency with which inventories can be taken 
because of the cost of taking and compiling them in 
terms of both salespeople’s and clerical time, the 
necessity for covering all items within the depart- 
ment, and the minimum or practical size of a re- 
order both from a purchase cost viewpoint and a 
shipment viewpoint. 

If the rate of sales of an item or group of items 
were constant throughout the year, the intervals be- 
tween inventories and dates thereof could vary from 
year to year without affecting the working of the con- 
trol. However, since very few items have a constant 
sales pattern it is important that the inventory dates 
be approximately the same each year so that the per- 
centage distribution of sales from period to period 
during the year can be established and so that ex- 
pected sales for future periods can be accurately esti- 
mated. For example, if it is determined that the cov- 
erage on sheets should be 10 weeks, the number of 
sheets (of a particular size, color, and price) on hand 
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at December 28 should be larger than at January 25 
because of the higher rate of expected sales in Janu- 
ary than in February. Thus in all lines of merchan- 
dise if the sales history for the corresponding periods 
of prior years is available, the estimate of the amount 
of merchandise to order is made more easy. Regu- 
larity in the timing of inventories and the recorder of 
merchandise is fundamental in this type of control. 

The inventory method of stock control should be 
set up department by department. The breakdown of 
merchandise by classifications is a logical starting 
point within the department, especially if the existing 
classification set-up is reasonable. In determining the 
inventory schedule, enough time must be allowed to 
cover the entire department (other than out-of-season 
items) during a period of a certain number of weeks. 
During each of these weeks a fraction of the mer- 
chandise should be counted, and on any one day a 
still smaller fraction should be counted. If the amount 
to be covered in any one day is reasonable, it need 
not interfere with selling, and there will be no need 
to allow a part of it to be carried over into a subse- 
quent day. If each of the periods during which a 
department is to be completely inventoried are of 
the same number of weeks, the scheduling of the sub- 
divisions within the departments will be facilitated, 
but such periods during the year would not coincide 
with the calendar months. If calendar months are 
used the periods are approximately equal, but much 
difficulty will be encountered because sales cannot be 
easily expressed in terms of rate per week. The use 
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Insist That Your Dealer 
Quote You or Write Us 
Direct for Samples and 
Prices. 


The Quality of National pencils will 
stack up against the “so-called” best. 


NATIONAL PENCIL COMPANY e SHELBYVILLE « TENN. 
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of arbitrary months consisting of four, five, and four 
weeks in each quarter is more desirable than the use 
of calendar months. 

The adherence to an established schedule of inven- 
tories is a counterpart to the use of the “coverage” 
figure which was established, as mentioned earlier, by 
including the interval between inventories. Although 
the coverage figure provides for some leeway, it is not 
enough to warrant a careless attitude toward the in- 
ventory timing. A prompt handling of completed 
inventories and the posting of these data to the basic 
records are important for the same reasons advanced 
above. On the same basis, also, the placing of orders 
should proceed with dispatch. In some stores where 
the inventory method of unit control has been firmly 
established, the merchandise manager's office is noti- 
fied if any lag occurs after the taking of a unit con- 
trol inventory, that is, the records must be reviewed 
and orders must be placed immediately. Accurate 
counts are important for obvious reasons. If the mer- 
chandise for more than one store is being bought 
centrally, then the consolidation of inventory counts 
must be as accurate as the counts themselves. 


RELATIONSHIP OF SALESPEOPLE TO UNIT CONTROL 


The salescheck type of control is not directly de- 
pendent upon the salespeople, even though one copy 
of the salescheck, which is prepared by them, is the 
basis of posting because it is a by-product of the regu- 
lar salescheck procedure. In the stub type of con- 
trol the salespeople are essential to the success of the 


Write for Catalogue 


220 FIFTH Ave. “EW YORK 
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control if they detach the ticket stubs, but in some 

installations this operation is performed by the wrap- 
per-cashier. In contrast, the inventory type of control 
utilizes salespeople to make the selling floor counts 
because they are most familiar with the merchandise 
and are able to make the counts at times which other- 
wise would be unproductive. The salespeople, there- 
fore, are always involved in the inventory type of 
control. While elaborate procedures and forms alone 
will not make a successful control in the absence of 
good judgment, the forms and procedures are used so 
widely throughout the store that they should be plan- 

_ ned carefully. Although the inventory type of unit 
control must be tailored to fit each department, as 
much standardization as possible should be intro- 
duced so as to simplify training. 


National Business Show 


(From page 35) 
Forkner, Columbia University; and Walter A. Nelson, 
Theodore Roosevelt High School. 

Questions from the floor were sent to the panel in 
rapid-fire order on such subjects as training, coopera- 
tion between education and business, employer selec- 
tivity, and what amounts to a tug-of-war- between 
practical business teachers and their more academ- 
ically minded colleagues. 

Richard B. Johnston, Port of New York Authority, 


spoke on the subject “How to Produce More in a 
lightening Employment Market’. He spoke under the 
auspices of the Transcription Supervisors Association. 

Mr. Johnson called for increased effectiveness in 
planning work, based on standards of what has to be 
accomplished; organizing the work and training by 
establishing the goals set on a monthly, quarterly, and 
annual basis; proper motivation through human re- 
lations; and the utilization of personnel. 

Contributing their services as chairmen of the 
various sessions were Ernest De La Ossa, National 
Broadcasting Co., Ethel A. Carew, Esso Standard Oil 
Co.; Robert L. Mitchell, J. K. Lasser Co.; E. Lester 
Phy, Continental Can Co., Inc.; and Helen Herslow, 
National Electrical Manufacturers Association. 

As vital as the Business Show is to industry, what 
with its emphases on simplified methods and the tools 
nesessary for mechanized operations, a still more 
serious note was imparted in the sponsorship by the 
Armed Services of a display which demonstrated 
personnel classification methods. Other displays 
featured the administrative engineering divisions of 
the various branches, designed to show how the Army, 
Navy, and Air Force maintain constant security of 
their arministration methods in the interests of con- 
tinuing operating economy. Another display, of art 
work done during the last war by way of a record of 
Navy and Marine exploits, intensified the impact of 
the Armed Forces’ part in the Show. 
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Handipen Desk Set 


DePENdable 
Desk Fountain Pen Set 


New DePENdable desk fountain pen sets and 
beautiful HandiPen desk sets for easy, effortless 
writing. A complete line of moisteners to fit any 
need. Time-saving Kleradesk-Heavy-duty Cata-RacK 
for catalogs and books. All these aids and more 
too make up the Sengbusch line. 


Sound design and attractive styling make them 
easy to use. Your office workers get more work 
done with greater speed and greater neatness. 


This improved efficiency is easy to obtain. Just 
ask your stationer for the complete Sengbusch line. 
It is attractively priced—saves you money as well Kleradesk 
as time. (Steel and Steeles) 


SELF-CLOSING INKSTAND CO., 1121 sengbusch sidg., milwaukee 3, Wis. 


KEE Jox, 
KEE-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 


Sane 
Tween TER, first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 


machines with a sharp electric snap stroke. 


"fect Sheet of Carbon for this The NEW Kee Lectric Carbon is built up with Tissue Spe- 
age of casing, ie” cmpwieias. cially made for the above machines then coated with a New 
—-- Scientific coating for wear and cleanliness. 
Kee Lox Manufacturing Co. 1 Kee Lox Mfg. Co. ' 
! Rochester 1, N. Y., U.S. A. OME 1 
Rochester 1, N. Y., U. S. A. I Yes, Please send Free Samples of Kee-Lectric carbon. No ! 
Branches in Most Cities ! obligation. 
° g Stew weds 2.2. oc ieee ssc eve eens ptoeccveseenastassossonedes 1 
PNT oar 2s ac bddn)c oo hh bon wkd Oo ediade nee i] 
| i i , . ; ' Address: .......... «asso 8 an ae: Pye se wean soa ate ee ! 
A Few Districts in Foreign Countries Still Open 1 1 
for Exclusive Distribution. J ccc e tert e tere cece ects cerccceseesccasesere cesses eseeees 
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FRAGILE LEADS 


that break up in the wood ? 


SCRATCHY LEADS 
that tear the paper? 


Canker Wid 


Ss 


CRUMBLY LEADS 
that can't keep a point? 


Here's a real cure, 
the best way to be sure- 


TENERAL’ 


GENERALS 


Carbo-Weld PENCILS 


EXTRA-STRONG, EXTRA-SMOOTH 
SEMI-HEX 
Office Pencil. 5 degrees: No. 1-2-21/2-3-4 
COLOR-TEX 
Thin Lead Colored Pencils (Wet Proof), 30 brilliant colors. 
Packaged in sets of 12 and 24 assorted colors. 
ORDER THEM FROM YOUR DEALER 


Uahire off Cuca Fawerle wscce /$F9 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J. 
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Furniture man’s office 
(From page 36) 


air conditioning unit, and storage cupboards. White 
venetian blinds and taupe gray corded draw drapes 
complete the windows. 

Overhead lighting is accomplished by means ol 
lights sunk in the natural cream-colored accoustical 
ceiling and by concealed fluorescent lights which 
illuminate the window area. All overhead lights are 
controlled by a three-way switch at the entrance. A 
similar switch is installed in the wall paneling by Mr. 
Howard's desk so that the lights may be operated 
from a sitting position. 

The specially designed executive desk, made of 
matched-grain genuine walnut, has spacious dimen- 
sions—84 inches long by 42 inches wide. One end 
of this desk is supported by a tapered pedestal while 
the other is attached to the paneled wall. The large 
center drawer is the only drawer in the desk. Other 
drawer and storage space is provided by built-in pan- 
eled cases conveniently located within easy reach along 
the paneled wall. A pull-out ledge for secretary use was 
placed in the front of this desk. A unique feature of 
the desk is the specially designed telephone shelf 
which swings underneath the desk top when not 
in use. 

A wastebasket, concealed by the panel enclosures 
behind the desk, is conveniently located for use when 
sitting at the desk. Paper is deposited in the waste 
receptacle through a hinged door so that the waste- 
basket is never in view. 

Opposite the desk on one side of a specially built 
modernly designed couch, behind which are con- 
cealed indirect fluorescent lights, is a series of wood 
paneled bookcases; on the other side is an extended 
ledge of matched-grain walnut. Both the couch and a 
conversational grouping of chairs are upholstered in 
chartreuse, while pull-up conference chairs for use at 
the desk are upholstered in leather in a British tan. 
Harmonizing with these chairs are the swivel executive 
chair and its side arm chair, both upholstered in leaf 
green with brown. The modern lamp and low maga- 
zine tables, in blond finish, are in lively contrast with 
the soft brown rug. Other accessories that add color- 
ful touches are the modern lamps, unique plant ar- 
rangements, and Swedish crystal bowls and trays in 
emerald green. ' 


Revised Delbridge Tax Chart 

A new and revised edition of the Delbridge Social Secur- 
ity and Withholding Tax Chart has been published by 
Delbridge Calculating Systems, Inc., 2502-10 Sutton Ave., 
St. Louis 7, Mo., for use by payroll departments and 
accountants. It provides the deductions called for by the 
new Revenue Act of 1951. All computations in the new 
Delbridge Chart are warranted accurate by Lloyd’s of 
London. 

An important improvement in the revised chart is that 
both withholding tax and social security deductions are 
shown on the same line for each wage bracket so that both 
deductions may be recorded at once. The chart is published 
in four editions, for weekly, bi-weekly, semi-monthly and 
monthly payrolls. All editions include a set of tables treat- 
ing daily and miscellaneous period deductions. The chart 
retails at $3.50. 
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There is no other 
pencil eraser like 
it in the world! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


| | Gaside.O folder 


Demonstrate Guide-O-folders to file clerks. Let them 
work with your demonstrator for a little while. 
Once they discover for themselves how easy it is to 
file and find with Guide-O-folders, you are well on 
your way to a sale. They appreciate the ease with 
which folders slide along on the all steel Guide-O- 
frames, eliminating the tugging and pulling of the 
dead weight of folders and contents. They appre- 
ciate the time-saving ease with which letters can be 
filed and taken out. They like files which are 
always in a vertical position. See your local dealer 
or write us direct. 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 
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OFFICE MANAGEMENT 


ACCOBIND FOLDERS 


The Safest Way 
TO FILE 
All Your Papers 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 


y IN THE DAYS OF SAIL 
A SHIP IN DISTRESS FLEW 

ITS FLAG UPSIDE-DOWN ASA —— 

SIGNAL CALL FOR HELP... 


* és 
A 


. .. THE MOST MODERN SIGNAL 
FOR VISIBLE RECORD SYSTEMS 
IS GRAFFCO’S CELLUGRAF 

TO COMMUNICATE INFORMATION 
INSTANTLY . . . CALL FOR ACTION! 


SIGNALS 
and MAPT ACKS 


CAMBRIDGE 40, MASS. 


GEORGE B. GRAFF CO., 
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NO USE 
LOOKING, 
OSCAR 4. YOu 
CAN'T SEF My 
PAYCHECK 
ROUGH THIS 


Eliminate Errors — Save Addressing 


No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 


made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 


Position to register with only what you want to show on your 
checks, 


we will submit 


muRiTE TODAs! 
— pe and prices based 


Zend us check you are now using and 
sample Paycheck “Outlook” fnew J 


on your estimated yearly requir 


a ghee es 


CLASSIFIED ADVERTISING. 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. 


For Sale Or To Buy 


WANTED: ALL TYPES Office Machines, Office Furniture & Equip- 
ment. Highest Prices Paid. EVergreen 8-1496, Eskay Office Equipment 
Co., 718 Flushing Ave., Brooklyn 6, N. Y. 


WANTED—ALL MAKES Office Machines, Filing Equipment, Furniture, 
Kardex, Acme. Post index. Will pay more than trade-in allowances. 
Write, Wire, Phone _ 6-2054. National Office Equipment Co., 487 
Broadway, New York 13, N. Y. 


ADDING MACHINE AGE PAMPHLET. Invaluable to dealers, sales- 
men, office managers, etc. Gives year of manufacture by serial number for 
Burroughs, Sundstrand, Victor, Allen-Wales, Barrett, Dalton, Reming- 
ton, Wales. Only $1.00 Cash, Check or Money Order. O. M. 112 


Representation Wanted 


WANTED BY WELL ESTABLISHED Rubber band manufacturer, side 
line salesman with non-conflicting lines. Attractive offer. Write P. O 
Box 869, Alliance, Ohio. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a new 
connection, communicate with the undersigned. We offer the original 
personal employment service (40 years recognized standing and reputation). 
The procedure of highest ethical standards is individualized to your 
personal requirements and develops overtures without initiative on your 
part. Your identity is covered and present position protected. Write 
for particulars. R. W. Bixby, Inc., 292 Dun Bldg., Buffalo 2, N. Y. 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade men, 
specializes in individualized personal service, in opening contracts and 
negotiating for satisfactory salaried positions. Eugene L. Williams, 2220 
W. Grace St., Richmond, Va. 


BUSINESS ADM.: For Proofs, Advertising, Accounting, Mgt., Mktg., 
Retailing, etc. Master-Doctors Degrees. College-Universities. Salaries 
to $7000. Cline Teacher’s Agency, East Lansing, Mich. 


VANGUARD stzeL 


STORAGE FILES are available 


will serve 
as an 
active file. 


OuT- 
STANDING 
FEATURES 


1. Brass finish cardholder and handle. 

2. Four rollers for ease of operation. 

3. Index guide rod with brass knob. 

4. Positive and simple stacking provisions, 
5. Self-locking follower available. 
Available in both a beautiful Hammerloid 
Gray or Office Green oven baked finish. 

LETTER AND LEGAL SIZES 
See your local dealer or, write us direct 


A Sturdy Recessed 
e with Toe 
Clearance at Front 


ONG. 


WEST JACKSON BOULEVARD © CHICAGO 4 itt 


Position Wanted 


TRAINED WRITER. Young man, 26, college graduate with newspaper 
reporting and editing experience, seeks position in office. Can prepare 
reports, manuals, house organs—handle any writing, research, or compila- 
tion work. Box O. M. 160 


Position Open 


OFFICE MANAGER. Manufacturing firm seeks experienced office man- 
ager, prefers applications from men in their forties. Box O. M. 161. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re- 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be located. 


OFFICE MANAGEMENT & EQUIPMENT 
The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 
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New Electric Quick Set Machine 


The Ajax Time Stamp Co., 368 Broadway, New York, 
announces that it has a new electric quick set machine 
ready for the market. This machine is designed for rapid 
change of numbers. Almost two inches of space is available 
into which figure wheels, date wheels and barrel wheels can 
be inserted. Up to fifteen wheels may be _ provided. 
Locating guides and special platforms for proper registra- 
tion of all kinds of business forms are available. 


Sheaffer Profit-Sharing Payment 


Directors of W. A. Sheaffer Pen Co., in announcing a| 
regular quarterly dividend to stockholders of thirty cents | 
and an extra dividend of thirty cents on the common stock, | 
pointed out that a profit sharing payment of twenty-six per | 
cent also was declared to employees on their earnings tor | 
the quarter ended November 30. 


Employee profit-sharing for the first nine months of the) 
fiscal year has averaged 22 per cent of their earnings com- | 
pared with 22 2-3 per cent for the corresponding period 


of 1950. 


While earnings of the company before taxes for the first 
nine months of the fiscal year will be higher, net profits 
after taxes will be adversely affected by a 93 per cent in- 
crease in taxes for the period. 

Sheaffer's employee profit-sharing has been in effect 
without interruption since the first annual payment of four 
per cent seventeen years ago. 

Common dividend payments to stockholders for the first 
nine months of the fiscal year have totaled $1.40 a share 
compared with $1.60 in the corresponding period a year 
ago. 


Incentive Bonus System 


The factory employees of Cel-U-Dex Corp., 1 Main St., 


Are You an Executive 
Who emphasizes — 


@ Safeguarding Phone Privacy 
@ Having a quiet, restful, and efficient office. 
@ Importance of better phone hearing. 


Thousands of concerns have accomplished this over a 
period of thirty years with 


HUSH-A-PHONE 


You can inform yourself by requesting 
literature. Do it today. 


HUSH-A-PHONE CORPORATION 
Room 718, 65 Madison Ave. New York City 16 


Brooklyn, New York, received bonuses equal to their sal- 
aries in November under the incentive bonus system which 
was introduced R. C. Chamberlin, president. 


The plan was conceived and put into practice in 1945. 
The employees were to receive a supplement to their 
weekly wage in the form of a bonus based on efficiency of 
production and extent of sales. Consultants devised a scale 
which applied simply to the productivity of each person. 
Each worker then, depending upon his production capacity, 
received a percentage of monthly sales as his bonus. 


Time studies have proved that this incentive bonus has 
increased efficiency some times as muck as 200 per cent, 
the firm says. In a similar manner consistency of quality 
has been maintained because the employees have a personal | 
interest in sales. 


| 
| 
| 
| 


The successful results of this incentive program have 
given rise to consideration of a similar system to be applied 
to the efforts of Cel-U-Dex salesmen. 


— hANSON —- 
POSTAL SCALES 


—the most complete line 
on the market today 


Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage for air 
mail, first class and merchandise by zones. 
Capacity 2 Ibs. by 1 ounce. 
Model 1530— Parcel Post scale, capacity yey 
25 Ibs. by 1 ounce. Computes postage for 
merchandise up to 25 Ibs. 


SEE YOUR STATIONER 


HANSON SCALE COMPANY Esv. 1888 
Chicago 22, Il. 
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SALESMEN 
1951 1890 


Different? —Yes— but 
exactly alike in their 
dependence upon 


BEACH'S 
“COMMON SENSE" y 
EXPENSE BOOKS GY 


Pees 


A = to. keep irack of their | 
traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


Ny HAS A HOLE THROUGH ITS CENTER 
>, WITHOUT REMOVING FASTENER, SECTIONS 
IS) OF SHEETS GO IN RING OR POST BINDER 
Seale 


All brass Dixon Fasteners give sheets 
metal protection at the binder hole to 
stop tearing and wear. The thin, 
curved design holds quantities of 
sheets intact in or out of the binder. 
Packaged 24 to envelope. 20 envel- 
opes to carton. Also 100 to box and 
10 boxes to the carton. 


Send for Free Sample 
Manufacturing Division 


DIXON RESEARCH, INC. — 


ROCKFORD, ILLINOIS 


Are Your Guide Tabs 
BROKEN? Cut them off and > 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement. 
Large openings covered by transparent 
pyroxylin, white, blue, green, yellow, 
neertabi = tab Is in perforated strips for typing 
nse e els in perfora strips for . 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 
102,325 used by Sears, Roebuck & Co. 


+f 


CHAS. S. SMITH, Manufacturer, Box 815, EXETER, NEBR. 
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SAVE MONEY ON OFFICE SUPPLIES with Weldon Roberts com. 
bination erasers—each containing two different kinds of quality 
rubber, joined together! 


SAVE WORKERS’ TIME with these versatile numbers, really 
THE WORKS for quick, convenient erasing for many require- 
ments—eliminating extra work, extra expense,—at no extra cost. 


ASK YOUR DEALER FOR THESE COMBINATION ERASERS, 
TWO KINDS OF RUBBER JOINED FOR TIME & MONEY 
SAVINGS! 


930 ENSEMBLE 
PINK & GRAY 
UBBER)—A com- 
bination eraser that 
does most every- 
thing. Handy, bias- 
beveled shape. Sofft, 
pink pencil rubber 
joined to soft, gray ink 
eraser. For ink, pencil 
and crayon erasing. 


555 DUPLEX (WHITE & GRAY RUBBER)—Compbination ink 
and pencil eraser. Double-bevel bias shape. Excellent 
cleaning quality. For office, school and professional use. 


PLEX - = Pencil” 


399 TRI-PLY The original, superior, 
3-layer eraser for typists. Two outer 
plies of red pencil-rubber for 
smooth, clean erasures on originals 
and carbon copies, center ply of 
soft gray ink-eraser for a single letter 
or a complete line. 


WELDON ROBERTS RUBBER CO. 
NEWARK 7 N. J. 


America’s Foremost Eraser Specialists 


WELDON ROBERTS RUBBER C0. 


Newark 7,N.J. 
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A 
Acco Products, Inc 
Ace Fastener Corp 
Aluminum Seating Corp.... 
American Lithofold Corp... 
Art Steel Sales Cerp.... 10, 11 


B 
Beach Publishing Co... 


C 


Clarin Mfg. Co.. 16 


Cole Steel Equipment Co., ei 
Inc , 54, 55, 56 


Dennison Mfg. Co. 
Dixon Research, Inc. 


E 


Eastman Kodak Cc.. 
Esterbrook Pen Co 


G 


General Pencil Co 

Graff Co., George B 

Gray Mfg. Co., The 

Guide System & Supply Co. 


H 


Hamilton Mfg. Corp. 3rd Cover 
Hanson Scale Co 
Hush-A-Phone Corp 

——_ Printing & Station- 


Imperial Desk Co........ 


Invincible Metal Furniture 


Kee Lox Mfg. Co........ 
Kellogg Switchboard & dl 


Macey-Fowler Inc 
Magnetic Recording Indus- 


Metal Office Furniture Co.. 
Minnesota hewecnd & Mfg. 
Co. 


N 


National Pencil Co... .... 
Neva-Clog Products, Inc. 


Oo 


Office Management & 
Equipment...... 
Outlook Envelope Co. 


P 


Plymouth Rubber Co., Inc. 
Pronto File Corp. .53, 54, 55 


R 
Remington Rand, Inc. . 
— Rubber Co., Wel- 


Rockwell-Barnes Co. + 
Rosenthal Co 


SS) 


Sanford Ink Co.... 
Scripto Mfg. Co 


stand 


. 14, 64, 


78 


, 56 


Sengbusch Self-Closing Ink- 
Co 7 


Sheppard Envelope Co..... 


Smead Mfg. Co., Inc., The 19, 20 
Smith, Charles G.......... 83 
Standard Register Co., The 6 
Sturgis Pesture Chair Co. 


Fy 


‘ 
Tallman Robbins & Co... 
Taylor Chair Co., The .. 


Uarco, Inc 


Underwood Corp..... 4th Cover 


Vv 
Vanguard Engineering & 
Victor Adding Machine Co.. 69 


Victor Safe & Equipment 
In 2nd Cover 


Wassel Organization, Inc. 65 
Watts Co.,Inc., Alfred Allen 68 


¥ 
Yawman & Erbe Mfg. Co. 
December, 1951 
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